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Generalaire Model 
1960F in Suede Brown, 
with typewriter shelf. 


For EVERY OFFICE vos, there’sS a 





Choose from 46 models in smart decorator colors 


Can the “right desk” pay for itself? And 
how? Yes, and thousands of offices are 
showing how: 


2. Inimproved morale. Everything about 
Generalaire is designed for convenience, 
comfort and satisfaction. That means 
less fatigue at the end of the day. Hap- 
pier people. Everybody likes to work at 
a good-looking new Generalaire. 


1. In work output. More work and better 
work. Generalaire’s top is Velvoleum or 
Textolite — right for writing. Height is 
adjustable — right for typing. Drawer 
arrangements are completely flexible— 
places for everything a job calls for. 
There’s less reaching, less bending. No 
tugging at stuck drawers. Lost motions 
become work motions, efficient motions. 


3. In higher prestige. The air of success 
that is reflected in smart, well designed 
desks is worth money. It pays off, not 
only in employee attitude, but also with 


You get these values when you equip 


MODE-MAKER DESKS ® GOODFORM ALUMINUM CHAIRS 
SUPER-FILER MECHANIZED FILING EQUIPMENT @ GF ADJUSTABLE STEEL SHELVING 


GF metal business furniture is aGOOD investment 


(Circle 437 for more information) 


customers, suppliers, even casual visitors. 





enera/are. metal desk that’s JUST RIGHT 


your office with Generalaire, the distin- 
guished metal desk line whose 46 models 
provide the right desk for every office 
job. Available in Suede Brown, Pine 
Frost Green, Autumn Haze, Manila 
Tan, Glen Green and Standard Gray. 
Pick the models you need at the local 
GF showroom. See your phone book for 
the address. Or write the General Fire- 
proofing Company, Department M -53, 


Youngstown 1, Ohio. 
© GF Co. 1956 
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GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 
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3M Photo Offset Plates 
Minnesota Mining and Manufacturing Co., St. Paul 6, Minnesota ; : 


“3M” is o registered 
3M) General Export: 


(Circle 454 for more information) 


Minnesoto Mining and Manvfacturing Co., St. Paul 6, Minn. 
99 Park Ave. New York 16, N. Y. in Canada: London, Ont. * 
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Overcoats for Table Tops... 
WHEN YOU MOVE LONG - DISTANCE THE MAYFLOWER WAY 


> Whatever the pieces of furniture in any household, Mayflower 
has developed the safest methods and equipment for protecting 
them. Some pieces require special covers, like this dining room 
table. Others require special dollies, or trucks. Whatever is 
needed Mayflower provides it. This is just one of the reasons 
why you can put the greatest confidence in Mayflower for the 
safe delivery of household goods. It means peace of mind for 
the people you move... time saved for your company .. . and 
satisfaction for you! Call Mayflower next time! 


AERO MAYFLOWER TRANSIT COMPANY, INC. - INDIANAPOLIS 


Mayflower Service is available through selected warehouse agents through- 
out the United States and Canada. Your local Mayflower agent is listed under 
Moving in the classified section of your telephone directory. — 





America's Finest Long-Distance Moving Service 


(Circle 409 for more information) 
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consensus 


Details on new computer 
announced by Datamatic 


Full details on their huge elec- 
tronic digital computing system 
have recently been announced by 
the Datamatic Corporation. The 
system appears to provide a major 
break-through in certain areas 
where present computer programs 
have been having difficulty. 

Using a 31 channel (3-inch wide) 
tape, a single tape can hold a total 
of 57,000,000 decimal digits—equal 
to data contained on 465,000 
punch cards. As many as 100 tapes 
can be handled at one time by the 
central control unit, and up to 10 
tapes can be read simultaneously by 
the system. The high capacity of the 
tape is further enhanced by the fact 
that conventional “blank spaces” 
between units of information are 
avoided by filling them in as the 
tape is run backward. 

The central processing unit can 
handle as many as 60,000 decimal 
digits per second at a constant rate. 
Moreover, by incorporating a 
“time modulation” method of re- 
cording, the equipment is said to 
eliminate potential error caused by 
unequal signal strength. 

Of particular significance is the 
fact that the system permits infor- 
mation to be transferred from 
punched cards, into the machine, 
without pre-sorting. Each item is 
automatically assigned a sequential 
number. This number follows the 
item throughout the system. Thus, 
the public accountants’ old com- 
plaint of inability to audit with 
any degree of ease, is apparently 
eliminated. By eliminating the pre- 
sort of punch card input, the Data- 
matic 1000 can do its sorting 
internally at the rate of 60,000 
decimal digits per second. The 


WORTH 


manufacturer claims this to be 
four times faster than any other 
system in use. 

The Datamatic Corporation is 
the jointly-owned venture of Min- 
neapolis-Honeywell Regulator Com- 
pany (60% of the stock) and 
Raytheon Manufacturing Company 
(40% of the stock), The new unit 
will sell for about 1!4-million dol- 
lars up, depending upon optional 
equipment. Rentals range from 
$30,000 to $40,000 per month. 
Detail literature is now available. 


For more details, circle number 
536 on the Reader Service Card. 


Common language machine 


A new high speed electronic data 
processing machine automatically 
sets type and embosses metal plates 
for identification, writing, or ad- 
dressing. Simultaneously, it per- 
forms four auxiliary operations to 
prepare plates for many industrial 
systems applications and various 
control procedures. 

Known as Databosser V100-EW, 


this newest of common language 





machines, by Dashew Business Ma- 
chines, is activated and cycled in its 
operations by punched cards, 
punched tapes, or magnetic tapes. 

In addition to its basic type set- 
ting and embossing functions, the 
Databosser can automatically and 
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REPEATING 


simultaneously attach tying wires to 
plates, emboss sequence numbers, 
coat embossed characters for easier 
reading, and notch plates for coding 
or sorting. The wiring unit is said 
to be the first completely automatic 
technique to replace wiring of 
metal tags by hand labor. When 
cycled for repetitive production the 
equipment delivers up to 6000 com- 
pleted plates per hour. 


For more details, circle number 
540 on the Reader Service Card. 


Tape storage and filing 


The triple problems of filing, find- 
ing, and storaging of common lan- 
guage tape are solved with a spe- 
cially designed Tape Storage Pocket 
made by the G. J. Aigner Company. 
The new storage pocket consists of 








a strong, pressboard backing to 
which is securely attached an ex- 
pansive plastic pocket. The folded, 
common language tape is inserted 
into this. The extra strong, heavy 
weight plastic pocket is transparent, 
to make identification of the tape 
quick, accurate, and simple. The 
new pocket stands up in tub files 
or may be used with any present 
filing system. 


For free sample and more infor- 
mation, circle number 543 on the 
Reader Service Card. 


Electric tape folder 


An electric folder, designed espe- 
cially for businesses that use large 
amounts of punched paper tape, is 
motor driven, light weight, and 
portable. The tape may be stopped 
at any desired point without injury 
to tape or motor. The electric 
folder will handle all channel size 
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How to be a “clean desk” man 


COCO O EEO EOE EERE E EE EEEEEEEEEEEEEEEEEE EEE EEE EEE EEE SEES EEE EEE EE SESE ESET EEEESEEEEEEEEEEEEEESD eeee 
. 


Ever noticed the amount of useless stuff that drifts 
around on top of a desk? And a lot of desk drawers 
too are in the same state of clutter. 

This condition gets in the way of a lot of work. 
It’s the reason why the new Shaw- Walker Organized 
Desk is such a big help in getting things done. 

Move in behind one of these Organized Desks and 


“Built Like a 


Skyscraper” 





A new Organized Desk with an ingenious 
ability to lend a hand to a man at his work 


eee eeesecesescee COCO EEE EEE E EEE EEE HEHE SEES EEE EEEEEEEEEEEEESEEE SEES EE EEEEEEEEEEEEEEEED 


you make a clean sweep of clutter. 
Your desk top is cleared and stays 
clear. Here’s how it’s done! 

Work Organizer drawer interiors 
provide specific space for letter trays 
and all other work and working tools. 
Everything is organized for quick finding with- 
out hunting. Two revolutionary advances are, 
drawer space for your wastebasket and telephone. 

The 292-page Shaw-Walker ‘“‘Office Guide”’ pic- 
tures, describes and plainly prices 86 Organized 
Desks and 5,000 other items. Ask your local repre- 
sentative for a copy, or write Muskegon 65, Mich. 


Seeeeeseeseeee 


- Largest Exclusive Makers of Office Equipment 
Muskegon 65, Mich. Representatives Everywhere 





(Circle 471 for more information) 
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,900 items an hour ! 


Automatically imprints at speeds up to 


THIS amazing new machine can imprint folding 
cartons, bags, other containers — at speeds up to 7,500 an 
hour! It even does high-quality imprinting on envelopes 
and dealer advertising literature. Adjustable without tools, 
it can be easily operated by anybody...Sharply reduces 
the volume and variety of container inventories, lowers 
printing costs, and eliminates the waste in the preprinting 
of packages. A big money saver, and a real money 
maker. See it as soon as you can! Call any 
Pitney-Bowes office for a demonstration or 
send coupon for free illustrated folder and 
booklet of actual case studies. 


mprinter 


® Cuts container costs 


® Eliminates wasteful 


preprinting 


® Imprints only as 
needed to meet 


current production 


The model 4800 uses instant drying, 
flexographic ink, needs no mixing... 
gives accurate register in an area as 
large as 4” by 18”, and on most coated 
or uncoated surfaces, including foils 
and plastics. Handles material up to 
18” by 18”, and from .010” to 3/16” 
thick. Printing drum uses rubber mats 
or metal type from 6 pt. up. One knob 
controls printing pressure. 
Power stacker provides large 
capacity, easy removals. 
Rugged construction for 
years of dependable service. 











I PrTNEy-BoweEs, INC. 
PITNEY-BOWES | 4526 Crosby Street 
1 Stamford, Conn. 
* ° -— ; 
if m Tr int In : Send free Package Imprinter folder and case studies to: 
p a I 
| Name 
& Made by the originators of the 
aC Lne by postage meter... Service from I hi 
272 cities in U.S. and Canada é Address 


(Circle 486 for more information) 

















tapes by inserting one end under 
the starting clip and allowing the 
rotating arm to wind at its normal 


22’ per minute, the most 


speed of 22 
convenient tape reading speed. 

This unit may be operated as a 
direct take-up from automatic 
equipment or accessory rolls. This 
eliminates at least one rewinding 
operation normally required. When 
a desired message or length of tape 
has been wound, the tape may be 
quickly removed from the folding 
arm because of the arced contour 
of this arm. The tape is then ready 
for storage without any other wind- 
ing operation. 

For more details, circle number 
546 on the Reader Service Card. 


High speed printer works from 
computer or storage unit 


Two series of high speed printers 
produce impact printed copy di- 


rectly from computational ele- 


ments, or from intermediate stor- 
age media. The machines are also 





useful for heavy-duty data reduc- 
tion applications. The _ smaller 
model provides up to 40 printed 
columns spaced five per inch, while 


the larger provides up to 72 
printed columns spaced 10 per 
inch. 


The machine prints “on call” 
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when data is available. It is not 
necessary to provide synchronism 
with the data source. The machine 
works by first scanning the infor- 
mation storage, and then printing 
the proper characters on paper— 
one tull line at a time. The selec- 
tion of characters to be printed is 
triggered by means of a stream of 
pulses emitted by the printer. 

For more information about 


printers, circle number 539 on the 
Read: Service Card. 


we 


Vagnetic tape keyboard 


A unique keyboard to magnetic 
tape device adaptable to any com- 
puter, has been developed by Logis- 


tics Research Inc. Known as the 





Codescriber, it contains arithmetic 
circuits tor address modification, 
visual indicators tor decimal-digit- 
readout, and register display. Auto- 
matic function buttons are pro- 
vided for automatically inserting 
all repetitive data, as well as sub- 
routine call-up. The unit’s mag- 
netic tape recorder transcribes this 
information for use with computer 
input svstems. 


For more details, circle number 
542 On the Reade) Se rvl e Card. 
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Two ways to dictate.. 


Ever realize that shorthand dictation is “double 
writing’? Secretary sits through pauses, interrup- 
tions while man dictates . . . takes time converting 
words into code .. . later translates and types. 


Compare this with dictating your work on the 
Dictaphone TIME-MASTER dictating machine and 
DICTABELT record. 

Man dictates independently any time. DICTABELT 
record captures what he says unmistakably. Secre- 
tary types directly from clear DICTABELTS—con- 





The Dictaphone TIME-MASTER dictating machine. 
“Tukes the words right oul of your mind.” 





.one cuts work in half 





trols volume, tone, speed. Result? Faster, cheaper, 
more accurate communication. 


Other DICTABELT advantages: flexible, unbreak- 
able, permanent records, can be mailed or filed like a 
letter. Can’t be erased by accident. Visible dictation 
makes quick place-finding. Most economical—aver- 
age day’s dictation for stamp money. 

For more facts, write Dictaphone, 420 Lexington 
Avenue, New York 17, N.Y. or call the Dictaphone 
office in your city. 


DICTAPHIONIE corporation 


In Canada, write Dictaphone Corporation, Ltd., 204 Eglinton Ave, East, Toronto. . 
England, Dictaphone Company, Ltd., 17-19 Stratford Place, London W.1. Dictaphone, Time- 
Master and Dictabelt are registered trade-marks of Dictaphone Corporation. 


(Circle 428 for more information) 








Your key 


to complete 


photocopying 


satisfaction! 


Photocopying equipment and the copies it produces are as different 
as the variety of subjects it copies. Only one line carries the time-honored 
name of “PHOTOSTAT”...the registered trademark of PHOTOSTAT 
CORPORATION. 


Together with the splendid MICROTRONICS Microfilm Equipment 
which we manufacture, the large family of PHOTOSTAT Photographic Copy- 
ing Equipment and Paper now available is designed to open the door, for every 
user, large and small alike, to the best there is in photocopying, on both paper 
and film . . . the accepted modern method for making and preserving econom- 
ical, error-proof copies of anything printed, written or drawn. 


What’s more . . . expert advice as to what is best for your needs is yours 
for the asking from our representatives located throughout the United States 
and in Canada. 


a 


Write us... without any ob- 
ligation. Your inquiries will 
have our prompt and inter- 
ested attention. 





PHOTOSTAT is the trademark of PHOTOSTAT CORPORATION 


PHOTOSTAT CORPORATION 


$01. STATE STREET, ROCHESTER 14, NEW YORK 
Service offices in principal cities and Toronto, Canada 
(Circle 465 for more information) 











Recent tax 


courf cases 


by Benjamin Newman, Tax Attorney, Koenig and Bachner, New York 


THE QUESTION 


Is the recipient of an income for life subject to a Capital Gains 
tax when the source of his income is sold or exchanged? 


THE FACTS 


‘Taxpayer had received 2000 shares in 
Charles M. Cooke, Ltd. from her hus- 
band. Under the terms of the transfer 
she was given the income from these 
shares of stock for life, and upon her 
death the remainder was to be dis- 
tributed to her children and their des- 
cendants. The conveyance also gave 
Taxpayer full authority “to sell, trans- 
fer, and exchange said property, to 
reinvest proceeds, and to exercise all 
ownership rights with respect thereto.” 


Upon the dissolution of Charles M. 
Cooke, Ltd., Taxpayer received prop- 
erty of much greater value than the 
value of the 2000 shares in the Corpora- 
tion. The Government contends that 
under federal law, Taxpaver’s holding 
of the property as a life tenant creates 
a trust and a capital gains tax is due 
on the difference in property values. 

Taxpayer argues that she is not sub- 
ject to the tax since she is an income 
beneficiary and not a trustee. 


THE RULING 


“The term ‘trust’ as used in The 
Internal Revenue Code refers to an 
ordinary trust, namely one created by 
will or by declaration of the trustees or 
the grantor, the trustees of which take 
title to the property for the purpose of 
protecting or conserving it as Customar- 
ily required under ordinary rules ap- 
plied in chancery and probate courts.” 
This is the Government’s own limita- 
tion of the term “trust” as defined in its 


Regulations 118 to the Internal Reve- 
nue Code, declared the Court. 

It cannot be held that the instrument 
under which Mrs. Cooke received the 
property created a trust since she was 
not, as trustee, required to conserve it 
“as customarily required under ordi- 
nary rules applied in chancery and 
probate courts.” (U.S. v. Cooke et al, 
U.S. Court of Appeals, Ninth Circuit, 
decided, December 20, 1955.) 


THE QUESTION 


Is the cancellation of a corporate obligation by a creditor to be 
treated as a bad debt or capital contribution by that creditor? 


THE FACTS 


A New York Corporation, controlled 
two wholly-owned subsidiary corpora- 
tions which were heavily indebted to 
Taxpayer. To enable the subsidiaries to 
get needed bank loans, Taxpayer, oc- 
casionally cancelled parts of their 
obligations but took in exchange shares 
of stock in the corporations. In its tax 


return, Taxpayer showed an increase 
during the year equal to the amounts 
invested in its subsidiaries. Thereafter, 
Taxpayer amended its tax return and 
claimed a deduction for bad debts. Are 
the obligations of the subsidiary cor- 
porations bad debts or are they further 
capital contributions by Taxpayer? 
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THE RULING 


The cancellation of indebtedness by 
a creditor may be one of three things, 
declared the Court. It may be either a 
gift, a contribution to capital (if the 
debtor is a corporation), or the sale of 
a claim for less than face value. The 
cancellation of a corporate obligation 
due a stockholder has been held a capi- 
tal contribution by that stockholder. 
When a creditor cancels a debt in re- 
turn for stock he gives up the right to 
repayment. Furthermore, concluded the 
Court, Taxpayer intended that the debt 
cancellation be treated as a capital con- 
tribution for it not only received stock 
in exchange for its cancellations, but 
made entries in its books to reflect the 
transactions as such. (Lidgerwood Man- 
ufacturing Co. v. Commissioner of In- 
ternal Revenue, U.S. Court of Appeals, 
2nd Circuit, decided Jan. 17, 1956.) 


THE QUESTION 


Is the basis of purchased 
property the contract price, or 
the amount actually paid 
therefor? 


THE FACTS 


A funeral business—consisting of land, 
building and equipment—was _ pur- 
1947. The 
purchase price was $100 per week for 
10 years, or a total of $52,000, unless 


chased by ‘Taxpayer in 


the vendor should die. Then, the con- 
tract would be terminated and Tax- 
payer would only make payments 
through the year of vendor’s death. The 
contract was terminated on December 
31, 1950, following the vendor’s death. 
The taxpayer had made payments of 
$20,800. In September, 1951, he sold the 
land and building for $20,000. The 
Commissioner contended that’ the 
proper cost basis of the business was 
$20,800, while Taxpayer argued that 
the proper cost basis was $52,000. Tax- 
payer's contention was that the fair 
market value of the business exceeded 
the purchase price and it was the ven- 
dor’s intent to make a gift of the excess. 


THE RULING 
The Court found nothing to support 
the position of the taxpayer and held 
that his actual cash outlay of $20,800 
was his cost. A pro rata part of that was 
applicable to the land and building. 
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Prescriptions are photographed by pressing a button on Recordak Junior Microfilmer, which has a built-in film reader, too 


Pressing a button 
files her prescription in all branches 


In many cities you can now leave your prescription 
at a pharmacy .. . have it re-filled at the most con- 
venient branch. 

A simple routine makes this new customer service 
possible—all the prescriptions received at each branch 
are periodically photographed in a Recordak Junior 
Microfilmer. 

Then, the Recordak film copies—thousands of prescrip- 
tions on each roll—are filed at the fingertips in all branches. 
Ready for immediate review in a Recordak Film Reader. 
If a refill requires a doctor’s signature, the pharmacist 
simply copies the prescription and forwards it for 
approval. A convenience for customer and doctor alike! 


“Short Cuts 
That Save Millions” 
Contains valuable tips 


The savings in filing space and reference time in the 
branch pharmacies—not to mention the increased prescrip- 
tion business—more than cover all microfilming costs. 
Just another example, this, of the way Recordak Mi- 
crofilming is simplifying routines, expanding opportunity 
for more than 100 different types of business, thousands of 
concerns. Chances are it can do the same for you! 


**Recordak” is a trademark 


SRECORDEK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 
and its application to business systems 


RECORDAK CORPORATION (Subsidiary of Eastman Kodak Company) 
415 Madison Avenue, New York 17, N.Y. 

















‘ vital a 

for your office, based Gentlemen: Please send me a copy of “Short Cuts That Save Millions” F-4 
on the experiences of 
more than 100 differ- a ae Position 
ent types of business— 
thousands of concerns 2 

. : Company Street 
—now using Recordak 
Microfilming. 

City State— See 





(Circle 467 for 


more information) 
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MANPOWER, INC. FOR 
TEMPORARY HELP 


TYPISTS « STENOS 


GENERAL OFFICE WORKERS 


Our employees will work in your office 
or ours for any length of time from 
4 hours, to a day, a week or longer 


at low hourly rates. 


Call the Manpower, Inc. office in your 


city — operator B — for fast, 
economical service! 


We are not an employment agency. 


manpower, inc. 


Home office: 


a 330 W. Kilbourn Ave., Milwaukee, Wisconsin / 
THE RECOGNIZED LEADER IN THE 


FIELD oe 


(Cirele 451 for more information) 


TEMPORARY HELP 


LL 


YOU CUT THE WAIT .. 
WHEN YOU CUT THE 


Orders are more frequent 
when you cut transportation costs 


Savings on just one shipment frees 
thousands of your customer's dollars 
for added purchases from you. 


Reduced weight possible on air cargo 
via AEI results in direct transportation 
savings, savings in packing, duty, 
insurance and other items. Here's the 
means to gain good will abroad, put 
thousands of dollars in your cus- 
tomer's hands for added sales, im- 
prove your competitive position over- 
seas. Look at this > 
SEND FOR *‘WATER ON THE BRAIN," 
the folder that gives you the whole 
story on ocean vs. air costs. Do it 
today! 





—=>—-— Cable Address: AIRSEAEX — SURFRET 


W AIR EXPRESS 
INTERNATIONAL CORP. 


90 BROAD ST., NEW YORK 4 - BO 9-0200 


Chicago * Detroit °* Houston °* Los Angeles * Miami 
Newark * New Orleans * Philadelphia * San Francisco 


OVER 300 WORLD-WIDE OFFICE 
AND- AGENCY LOCATIONS 
(Circle 485 for 


we 


OVER 65 offices 
Coast-to-Coast 
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Comparison of Shipping Costs 
OCEAN vs. AIR 


From New York to 


On just one shipment . . . this shipper saved 
9 DAYS’ DELIVERY TIME AND $2,306.46 





AIR VIA AEl 


Caracas, Venezuela OCEAN 
Total Charges $7947.83 $5641.37 
Total Time in Transit 2 weeks 5 days © 








Air Express International Corp., 

90 Broad St., New York 4, N. Y. 
Gentlemen: 

Show me how reduced transporta- 
tion costs by air—and AEIl—will 
win me customers, sales and profits 
overseas. Send me the _ folder, 
‘Water on the Brain,"’ today! 
Name__ Position___ 
Firm Name___— 
Address___ Ee ee a ne 
- Zone___State___ 
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sales ideas 


Why they merged 





How Mohawk Carpet and Alexander Smith reasoned 
Mohasco would mean bigger profits for both 


EDITOR’S NOTE: Late last year, two of 
the biggest soft floor covering manufactur- 
ers, Mohawk Carpet Mills, Inc. and Alex- 
ander Smith, Inc., merged. Both had been 
profitable enterprises as separate organiza- 
tions. What then motivated the union? Ina 
recent speech before the New York Society 
of Security Analysts, the author outlined 
the higher thinking that went into this de- 
cision. His remarks are geared to point up 
to these financial experts, the fiscal ap- 
proach to what is still basically a sales 
problem. 


ue It is our belief that 
the operation of the former Smith and 
Mohawk facilities as a single company 


will materially improve the earnings 
possibilities. Although it is too soon 
for the merger to have had much ef- 
fect on our operations, some progress 
has already been made. Briefly, the fol- 
lowing are the major benefits of the 
merger to Mohasco owners, and the 
developments already in progress. 
First, the merger will make possible 
a fuller utilization of Mohasco plant 
capacity. Smith had no plants for the 
production of tufted carpet, carpet 
cushion, or carpet rayon, and inade- 
quate capacity in yarn making and 
wilton weaving. Mohawk had _ plants 


THE SALES PROBLEM 


By far the most important problem of the 
industry concerns its erratic sales performance, 
and its inability to increase sales in proportion 
to the growth in population, to the increase in 
income, or in proportion to other commonly 
accepted measures of normal growth. The 
record output last year represents only 2.1 
square yards per household, about the same 
per household figure as in the early twenties. 
Fifty years ago, production represented about 
5 square yards per household. It is evident 
that carpet has been regarded as a luxury—as 
a postponeable purchase—and that the carpet 
has clearly lost out to TV, automobiles, and 
other competitors for the consumers’ dollar. 

What is being done about it? Four develop- 
ments within the past year represent the in- 
dustry’s first aggressive and _ constructive 
merchandising programs in decades. There is, 
first, the industry-wide promotion program 
carried on through the Carpet Institute. With 
a budget of a little over $1,000,000, the Insti- 
tute last year began promoting the functional 
aspects of carpet—that .- its warmth, sound 
absorption, safety, ease of naintenance, and 
beauty—through magazine aavertising, radio 
and television appearances, public lectures, 
and the like. As a result, the slogan—“Home 
Means More with Carpet on the Floor”’—has 


become a familiar phrase. This year the pro- 
gram will be continued, with color advertise- 
ments, educational materials for high schools 
and colleges, and with other means. 

The second major step in strengthening the 
sales position is installment selling. Last year 
was the first year that the installment selling 
of carpet received substantial backing from 
manufacturers. Several major manufacturers 
introduced their own plans, and Mohawk 
sponsored the Allied Building Credits plan. 
This year practically all of the large manu- 
facturers in the industry have associated them- 
selves with the A B C plan, and industry 
markets will be widely expanded as a result 
of this support. 

The third recent step is the development 
and promotion of in-the-home selling pro- 
grams. This technique is proving most effec- 
tive in closing a high percentage of sales. 
Finally, the industry has been working closely 
with the F.H.A. in developing standards for 
carpet, the payment for which may be in- 
cluded under a F.H.A. mortgage. When ap- 
proval is obtained, another significant oppor- 
tunity for increased sales of carpet will have 
been opened. These developments reflect the 
awakening of the industry to its undeveloped 
sales opportunities. 
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by Herbert L. Shuttleworth II 


President, Mohasco Industries, Inc. 


and excess capacity in almost all these 
areas. Our modern new tufting mill 
in Dillon, South Carolina, which has 
enlarged twice since it was opened in 
September, 1954, is already producing 
four grades which will be sold under 
the Smith label; our wilton mill in 
Amsterdam is weaving two grades for 
the Smith line; and our woolen mill 
in Amsterdam is making over 40,000 
pounds of yarn a week for use in for- 
mer Smith plants. We expect these de- 
velopments will reduce our costs of 
production as the year progresses. 
Secondly, the merger will increase 
the effectiveness and efficiency of our 
staff departments. All production is 
already being controlled in Amsterdam, 
and our research and development 
activities will be centralized there 
shortly. Not only will these operations 
become more effective, but I estimate 
that there will be savings of at least 
$300,000 a year in these two areas alone 
by eliminating duplicate activity. 
Thirdly, we hope to use our capital 
more effectively. Raw material inven- 
tories, as compared with independent 
operation, should be $800,000 to 
$1,000,000 less by next June. Work-in- 
process inventories will for a while re- 
main the same, but as common colors 
are introduced into the lines, and weav- 
ing is consolidated, yarn stocks should 
be reduced. In our initial planning, 
for example, we discovered that 52 
kinds of yarn (yarn counts) would 
service the running lines of both Smith 
and Mohawk. Operating independ- 
ently, about 72 would be required. 
Finished goods inventories should also 
be reduced. The increased flexibility 
in production scheduling afforded by 
our geographically diversified, fully in- 
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For soft, airy comfort in furnishings 
that get heaviest use... 





Gretna Yellow 






Granb 


ury Coral 
Gwynn Turquoise 


Groton Gate Now ... a beautiful elastic viny] upholstery 


there’s no 
vinyl upholstery like 
Du Pont breathable FABRILITE” 





that’s both breathable and durable. The new 





' **Fabrilite’’ * Castleton pattern breathes through 
thousands of invisible pores for air-soft comfort 

. and is completely coated with rugged vinyl 

Gronfield Beige for heavy-duty service. With an exclusive Du Pont 


finish that resists soil and hard wear, ‘‘Fabrilite”’ 
washes clean as new with a damp, soapy sponge. 
For beauty and comfort in furnishings that must 


last for years, specify ‘‘Fabrilite’’ Castleton 





Gridley Ton when you refurnish or reupholster. Available 


in 15 deep-tone and pastel decorator colors. 


Breath-taking ‘‘Fabrilite’” Castleton 


Write for swatches: E. I. du Pont de Nemours 
& Co. (Inc.), Fabrics Division, Dept. MM-64, 


Wilmington 98, Delaware. 


patternt in Grandville Chartreuse 


toesian PATENT 175,817 





Grafton Brown 


REG. U.S. PAT. OFF. 
ey Mtg?? 1 ont’ s revtstere lrade 
Fabnilite’ is Du Pont’s reatstered trade mark BETTER THINGS FOR BETTER LIVING 
for its elastic-supported vinyl upholstery, THROUGH CHEMISTRY 


Gorge Groy 








Grenoble Maroon 


Gravesend Blue 





Greseld Grean Groton Charcoal 


(Circle 432 for more information) 








To get ahead with your work... 
Put some of your gear behind you 


A need you share with others who must do 
much swiftly and well—a need for method 
and order—is inspiration for the “Y and E” 
office Credenza. 

A Credenza can hold your telephone, 
dictating equipment, books, reports, and 
other tools you want within reach, but out 
of the way. 

With your desk clear of clutter and dis- 
traction you'll find your work flows more 
freely—writing, planning, meeting with 










In its 75th year... 


"Y and E” looks to the future 


visitors, conferring with associates. 

And, you have a more handsome office! 
Psychologists tell us this is important. You 
are happier, work better, in a neat, or- 
ganized office. 

There are countless combinations of 
Credenzas, all are desk high . . . available 
in 3 soft decorator colors. One is just right 
for your tastes and your office needs. The 
“Y and E” representative in your city will 
be glad to help with your selection. 






YAWMAN.ND FRBE MFG.©O. 1017 say street, Rochester 3, N.Y. 


A time-honored name, a quality line, dependable dealers everywhere 


(Circle 484 for more information) 








How many of 
these items are 
on your desk? 


telephone 
dictaphone 

letter tray 

calendar 
appointment pad 
books 

picture of wife 

and kids 

ash tray 

cigarette lighter 
pen and stand 
water jug and glass 
stapler 

list finder 

More than two or 
three mean clutter. 
You would work 
more efficiently, in a 
neater office, if most 
of them were behind 
you on a Credenza. 








tegrated production system will make 
possible quicker adjustments to mar- 
ket needs, and thus permit a lower in- 
ventory to sales ratio. We believe that 
the present volume of sales can be 
serviced with finished goods inven- 
tories of $2,000,000 to $4,000,000 below 
our present levels. If sales exceed our 
present estimated volume, we will, of 
course, need to revise downward our es- 
timate of the amount by which finished 
goods inventories could be reduced. 

Fourthly, the merger provides Mo- 
hasco with two channels of distribu- 
tion. Because both Mohawk and Smith 
have such well established names in 
the carpet field, we have decided to 
continue to advertise and sell two dis- 
tinct lines, with separate styling and 
advertising and selling organizations. 
The Mohawk line will continue to be 
sold through distributors in 58 major 
cities. The Smith line will continue to 
be sold direct to retailers by the pres- 
ent sales organization. 

The availability of the direct-to- 
retailer channel will provide Mohasco 
greater flexibility in bringing new 
products into the market. Heretofore, 
Mohawk has been forced to withhold 
new products because of the financial 
limitation of some of our distributors. 
Quite an investment is required to 
carry a full carpet line. For example, 
if a distributor were to stock only one 
roll of every grade, width, and color 
in the Mohawk line, he would, at f.o.b. 
mill price, have an investment ol 
about $783,000 in carpet alone. The 
additional channel to the market will 
facilitate the introduction of more new 
merchandise to the consumer. We hope 
too that some healthy rivalry between 
the two will increase total sales. 

The last major benefit of the merger 
is the tax loss carry forward. This carry 
forward will be about $33,000,000 ex- 
piring as follows: 1956—$1,900,000; 1957 
—$4,200,000; 1958—$16,700,000; 1959— 
$5,250,000; 1960—$4,750,000. 

We feel that if reasonably good busi- 
ness conditions prevail during the next 
few years, and our projections are 
sound, our earnings, supplemented if 
necesary by LIFO reserves, should make 
possible the use of these credits before 
they expire. 

Through the retention of earnings 
that these credits will make possible, 
we plan to strengthen our cash _posi- 
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tion, reduce our heavy short term in- 
debtedness, and finance without addi- 
tional borrowing some modernization 
and expansion of our facilities. With- 
out these tax loss credits, our progress 
would have been materially slower. 

In 1955, net sales of Mohawk and 
Smith combined amounted to about 
$106,000,000. Although it is common 
for some sales to be lost when con- 
cerns in the same industry merge, I 
believe that such losses will be minor 
in comparison with the increases which 
other considerations suggest. We are 
going to keep these lines quite distinct, 
so that increases in the sales of one are 
not predominantly at the expense of 
the other. We plan too to strengthen 
materially the sales appeal of the Smith 
line, particularly with the addition of 
new wilton and tufted grades, and we 
expect a substantial increase in Smith 
sales when this can be accomplished. 
We expect too that the existence of a 
strong Smith sales organization will 
stimulate distributors of the Mohawk 
line to some additional effort. 

At the time the merger was being 
studied last fall, we based our calcula- 
tions on combined net sales of $108,- 
000,000 a year for the next five years. 
Barring unfavorable developments in 
economic conditions, this seems an at- 
tainable objective. If we were able to 
realize Mohawk’s average pre-tax earn- 
ings for the past 10 years, Mohasco’s 
earnings on this volume would be 
about $7,000,000 a year. If we are lim- 
ited to Mohawk’s average for the diffi- 
cult years since 1950, Mohasco’s earn- 
ings on this volume would amount to 
only about $4,000,000. One of the 
listed firms in our industry, a predom- 
inantly southern producer, has been 
realizing a pre-tax margin averaging 
about 1214% ‘during the past 10 years, 
and about 10% during the last five. 

These margins are, for a number of 
reasons, higher than we can expect, but 
it is our hope that Mohasco, with its 
new southern mills, and with fuller 
utilization of its northern facilities, 
will also be able to make progress 
toward more satisfactory pre-tax earn- 
ings. Such results are not going to be 
an automatic or an immediate result 
of the merger. It will take some time 
to integrate the operations, and to im- 
prove the efficiency of the new Smith 
mills in the South. m/m 
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"This check signer is 


the fastest helping hand’ 


weve ever had!" 


SOCHSSSSSSSSSSSSSSSSSSSSSSSSSSSSHSHSSSSSSHSSSSSSSSHSSESSSSSHESHEHSHSESSESESEEEEEEE 


CUMMINS Check Signers Do It 
Easier, Faster, Safer... At Lower Cost! 


Here’s a dramatic fact that speaks for itself: Mohawk 
Carpet Mills, Inc. signs their entire payroll of more than 
4,000 checks in only nine minutes of actual machine time 
with a Cummins Check Signer. 


Users of Cummins Check Signers not only report such 
fabulous savings, but also get the advantages of simplified, 
automatic operation . . . safe, uniform signatures and a 
free $10,000.00 forgery insurance policy. 


Regardless of the number of checks you handle, size or 
type, there’s a Cummins Check Signer that belongs in your 
office. It’s simply good business to relieve important 
executives of arduous hand signing. And, with a Cummins 
Check Signer, you can do it with complete safety. 


All models, from small hand-operated types to high-speed, 
automatic feed types feature rugged design and the con- 
venience of light weight portability. The high-speed 
machines can sign over 20,000 checks per hour. But, you'll 
never really know what one of these machines can do for 
you until you see it in operation . . . write today for com- 
plete information and a no-obligation demonstration. 


One check or thousands, Cummins Check Signers, 
always give an identical, unquestionable signature. 
Every check receives a clear, legible, non-smearing 
impression ... every time. 


Gi IN BUSINESS AND BANKS @ SINCE 1887 


UMMmims 


CUMMINS BUSINESS MACHINES 
4740 North Ravenswood Avenue « Chicago 40, Illinois 









Division of Cummins-Chicago Corporation 





eeeeeeeeceoeseeeeeeeeeeeeeeeeeseeeeeseeeseeseeeeeeeeeeseseseeseeseeseeeaeseeeeee 





..». So says Mr. Mark S. J. Farrell, 
Assistant Secretary, Mohawk Carpet Mills, Inc., 
of Amsterdam,New York 


























“Here's Proof 
You Can’t Lose...’ 


When you write, be sure to ask for 
this free illustrated bulletin which 
describes Cummins Check Signers, 
and teil how you can provide an 
amazing assurance against loss in 
your check payments. 





SALES AND SERVICE OFFICES IN ALL PRINCIPAL CITIES 
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Gather 32,000 sheets per hour 
with automatic Macey Collator 


Keep skilled hands on regular work . . . don’t disrupt 
office routine with paper-gathering jobs. Using a stand- 
ard, 8-station Macey Collator, only one girl can gather 
32,000 sheets per hour. That’s at least eight times faster 
than hand gathering (and much more accurate). Result: 
a Macey Collator pays for itself in less than a year. 

Macey Collators gather almost anything . . . from flat 
onionskin paper to 4%-inch cardboard. They will collate 
stock of varying weights and sizes, including folded 
sheets and signatures. Punched, round-cornered, perfor- 
ated, or square-trimmed stock can be gathered. Sheet sizes 
range from 3x5” to 12x17”, depending on the model. 

Ask us for a demonstration. See this hypnotic machine 
in action, Manufactured by the Macey Co., a wholly- 
owned subsidiary of Harris-Seybold Company, 4510 
East 71st Street, Cleveland 5, Ohio. 





HARRIS 
SEYBOLD 
COMPANY 


SPECIAL PRODUCTS 


DIVISION 
Products for Plate Room, Camera Room, 
Composing Room, Press Room and Bindery Use 












] girl frees 8 skilled girls for regular work when she uses an automatic Macey 
Collator. Send for detailed case studies. Then put automation in your office, too. 





Automatic detector checkseachcollatedset Fast, mechanized gathering occurs when 
for thickness. Any variation stops the an air blast separates top sheet from pile. 
machine instantly. No faulty set can reach Rubber suction cups then carry it to the 
the delivery pile. Stoppages are remark- conveyor tray. This prevents misfeeds or 
ably few, and can be corrected in seconds. overfeeds. See an actual demonstration. 


——— — 
| _<% 
he : \ Want the Facts and Figures? HARRIS-SEYBOLD COMPANY 
\ te Send for Free Case History : ee 
rd ae ap voter Special Products Division 
' \ : Macey Installations 4510 East 71st Street + Cleveland 5, Ohio 
is 
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“a Can employees’ ideas 
be treated as a commodity? Can a com- 
pany equate its suggestion plan program 
in cold dollars and cents terms? At 
Pitney-Bowes we have tried to find an- 
swers to these questions. In fact, we 
believe we have found answers. 

No businessman will’ argue the need 
for constructive employee suggestions. 
Nor will he generally argue the desir- 
able human relations value of providing 
a method for employees to seek recogni- 
tion. What he wants to know—in the 
last analysis—is whether he is sponsoring 
another “fringe benefit” or a plan that 
pays for itself in hard dollar results. 

Suggestion plans are not inexpensive 


How to cost account 


a suggestion system 


Controlled expenditures is the key to a more efficient program 


by L. W. Mcintosh, Manager 


Suggestions System & Safety Control 
Pitney-Bowes, Inc. 














: : Figure 1 SUGGESTION SYSTEM—COST SUMMARY 1949-1955 

to operate, even if they’re well handled. 

Valid cost controls must be applied, Number of Ideas Salaries Involved Cost Per Idea 

: i eae ae ee ' Awards Fixed Total 

_— sc wee are with any other produc Year Processed Accepted Rejected Paid Out Investigation Meetings Admin. Costs Processed Accepted 

tive service. We must know the cost [959 810 108 702 $:9,896.00 $ 3,037.50 $ 620.80  $ 4,846.24 $18,400.54 ~—«$22.-72—~—=C*«*S 70.88 

involved in handling suggestions, in- 1951 1,136 195 941 10,775.43 4,732.50 692.38 5,748.34 21,948.65 19.32 112.56 

luding the executive ti for eval . 1952 1,152 i if 975 16,119.72 4,800.00 872.13 6,636.92 28,428.77 24.68 160.61 

a ee ee 1338 202 «1,136 6,849.6" 6,132.50 942.91 7,069.86 20,094.94 15.69  — 108.94 

ing them; only then can we insure the 1954 1,358 289 1,069 14,788.62 6,224.60 2,474.63 5,757.00 29,244.85 21.54 101.19 

profitability and growth of a system. 1955 1,377 201 1,176 16,991.11 6,885.00 2,186.89 4,312.00 30,375.00 22.06 151.12 
Total 1,008 1,172 5,999 $75,420.55 $31,812.10 $7,789.74 $34,370.36 $149,392.75 $20.83 $127.47 


Profit in the system Investigation costs are arrived at by multiplying the number 


of processed suggestions by the average time of processing (50 
minutes) to determine the total time of investigation. The time 
then is multiplied by an average hourly rate to cover salaries 


of those working on the cases plus a safety margin. These 
hourly rates are as follows: 1947-1948, $4.00; 1949-1950, $4.50; 


Through a comprehensive investiga- 1951-1952, $5.00; 1953-1954, $5.50: 1955, $6.00. 


tion, we have compiled an accurate pic- 
ture of the expenses and savings in- 
volved in the handling of employee 
ideas. This study shows conclusively 
that we gain a substantial net profit 
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Figure 2 SUGGESTION SYSTEM—SAVINGS SUMMARY 1949-1955 


Number of Ideas First Year Savings First Year Savings/idea 








Sens cut seemaiions te demauiiiaiies Year Processed Accepted % Accepted Tangible Intangible Total Processed Accepted 
ee — 810 108 13.3 $10,638.32 $ 2,551.00 $ 13,189.32 $16.28 $122.12 

that yardsticks can be developed to  j95] 1,136 195 17.2 12,072.35 3,458.00 15,530.35 13.67 79.64 
measure the cost of their investigation. 1952 1,152 177 15.4 19,636.59 3,320.04 22,956.63 19.93 129.70 
nem ee 1953 1,338 202 15.1 6,643.44 2,035.73 8,679.17 6.39 42.97 

_ We also discovered that as our control} 95) 1,358 289 21.3 15,526.63 7,025.40 22,552.03 16.61 78.04 
increases, we get continually closer to 1955 1,377 201 14.6 21,984.48 3,167.50 25,151.98 18.27 125.13 
measuring a new idea for its potential Total 7,171 1,172 16.3 $86,501.81 $21,557.67 $108,059.48 $15.07 $ 92.20 


value prior to lengthy investigation. 
Before going into the scope of our 











v. I ld f lik ' Figure 3 SUGGESTION SYSTEM—SAVINGS VS. COST SUMMARY 
stuc » F Wwoulc rst iike to cover the 
bY aaa ako: eimilies ‘elie te IDEA YEAR 1950 1951 1952 1953 1954 1955 TOTAL 
ee ee ee 1948 $17,585.44 $ 17,585.44 
general, and of our system in particular. 4949 12,499.33 $12,499.33 24,998.66 
The primary purpose of a system is to 1950 13,189.32 13,189.32 $13,189.32 39,567.96 
eoaaaee Mae - 1951 15,530.35 15,530.35 $15,530.35 46,591.05 
provide a means of properly recogniz- joc, 22'956.63 22956.63 $22,956.63 68,869.89 
ing and rewarding useful ideas from 4953 8,679.17 8,679.17 $ 8,679.17 26,087.51 
employees. Therefore, its “return on in- 1954 22,552.03 28,558.06 45,104.06 
vestment’”’ cannot be the sole criterion 1955 ee ee es es ee ee Oe eas 25,151.98 25,151.98 
tov tes eben Ver ci ei Te $43,274.09 $41,219.00 $51,676.30 $47,166.15 $54,187.83 $56,383.18 $293,906.55 
OF 10S EXISTENCE. FCC, 1 16 TEASONADIC KOT 5 oe, Yoasly Costs 18,400.54 21,948.65 28,428.77 20,994.94 29,244.85 30,375.00 149,392.75 
management to demand a Cost account- Net Profit $24,873.55 $19,270.35 $23,247.53 $26,171.21 $24,942.98 $26,008.18 $144,513.80 
ing. To cost account, we must have a Net Profit Per Dollar —— ————— a ok —— a — ee 
yardstick. We have attempted to pro- of Cost (In Dollars) $1.352 87.8¢ 81.8¢ $1.247 85.3¢ 85.6¢ 96.7¢ 
vide such a yardstick. Suggestions Processed 810 1,136 1,152 1,338 1,358 1,377 7,171 
Net Profit Per oe wane ais 
P Processed Suggestion $30.71 $16.96 $20.18 $19.56 $18.37 8S 20.1! 
How we handle suggestions Suggestions Accepted 108 195 177 202 289 201 1,172 
Pte en a aad eN or ciereaie Net Profit Per 
We. have Sve operating suggestion U7 Gussedion $230.31 $98.82 $131.34 $129.56 $86.31 $129.39 $123.31 


committees set up according to areas of 
operation and three basic product lines; 
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bookkeeping department. 


, r 
Todd pisburses 


\ T.. Todd Disburser 
is a real time and 


trouble saver for your 


Ss 


It dates, signs and protects checks 


in one fast, efficient operation. 


It’s smaller and lighter than a typewriter. 


With it, one girl can do three 


operations on the one machine. In addition, 


the Todd Disburser protects company 


funds and drastically reduces errors. 


With closer control, the employee has 


greater peace of mind, knows he 


won't get blamed for errors he didn’t make. 


Responsibility can be pinpointed. 


For complete details and case histories, 


mail the coupon. 






ROCHESTER 
SALES OFFICES IN Y(@ PRINCIPAL CITIES 


SUBSIDIARY OF 


BURROUGHS CORPORATION 
(Circle 


THE TODD COMPANY, Inc., 
Dept. MM-4-56, Rochester 3, N. Y. 
Please have your representative phone me for 


an appointment. I’m interested in how the Todd 
Disburser can help our company. 


Name of Company 


Address City State 


Your Name and Title 


Phone Number 


478 for more information) 












Savings and costs—1950-1955 




























































































1950 1951 1952 1953 1954 1955 
| $60,000 
| 54,188 
$50,000 21,676 arm | Yy 
43,274 Vy a 
— 7) BEA \ea207 24,943 
| $30,000 24873} 19,270 261} 
| $20,000 
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eaiataad 401; (21.949 SS 9 30,375 
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SAVINGS ee 


1. Office Committee—office functions 

2. Shop Committee—manvufacturing func- 
tions 

3. General Mail Equipment Committee— 
servicing and design changes affecting mail- 
ing machines 

4. Special Equipment Committee—folding 
machines, imprinting, counting, and other 
paperhandling devices. 

5. Meter Committee—design changes af- 
fecting postage and tax-stamping meters 

The subject or nature of a specific 
suggestion determines which committee 
will consider the idea. Each committee 
is made up of specialists from the divi- 
sion affected. Normally, they meet twice 
a month. At the meetings, a recording 
is made of all pertinent information 





The Total Saving Dollar 










1.4% 3 —+ 
Kearmes 8.5% | 





PROFIT’ 
49.2% 


about the problem under consideration. 
This is later transcribed for distribution 
to regional supervisors in all locations. 

Our current policy on accepted sug- 
gestions is to award the contributor 
50% of the first year’s savings, less one- 
half of the tooling expenses, if any. The 
values of tangible ideas are measured 
accurately against the operation in 
question, or against the variations in the 
cost of producing the piece itself. Sav- 
ings are determined by time study and 
standard cost, available from our cost 
accounting system. 

Intangible ideas are awarded on the 
basis of their estimated contribution to 
the company. This estimate is made by 
the supervisor responsible for accepting 
the suggestion and the appropriate re- 
viewing committee. 

Our approach to the study 


We started with the assumption that 
every function not clearly a_ fringe 
benefit must justify its existence. We 
recognized that the competition for the 
available supervisory time needed to 
evaluate suggestions was costly and 
limited. Thus, at the outset, we knew 
we would have to develop a satisfactory 
balance between available supervisory 
time and providing necessary funds to 
carry out a program. 
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Moreover, with increasing operating 
costs, we knew we would have to justify 
increased expenditures. This could best 
be done by showing that the increase 
would return a good percentage on our 
investment. 

Fortunately, a high percentage of our 
operations, both office and manufactur- 
ing, are under measured incentives. 
This provides an accurate basis against 
which suggested changes may be 
measured. Add to this the excellent cost 
records available, and it was relatively 
simple to obtain data which was both 
realistic and accurate. 


How the study was made 

Our first step in initiating this study 
was to look into what other companies 
with similar problems had done. We 
analyzed other studies, and developed a 
guide to measure savings realistically. 
We also established an approved ac- 
counting method. At this point, it be- 
came apparent that such a study was 
economically practical. Under the direc- 
tion of Edward Anderson of the Office 
Incentive Section of the Industrial En- 
gineering Department, a complete re- 
view of all accepted suggestions since 
1947 was made. 

A cost survey, showing the total cost 
of operating the suggestion system for 
the six years, 1950 through 1955, is 
shown in Figure 1. Savings are summa- 
rized in Figure 2, and are reflected in the 
measured value of accepted suggestions 
against the total cost. The net savings 
in “total dollars per idea accepted” are 
also shown. In a Savings vs. Costs sum- 
mary shown in Figure 3, the dollar 
savings on tangible suggestions for the 
first year have been carried forward for 





Average investicative time 
per suggestion 


TIME SUPERVISORS 
ESTIMATED THEY SPENT: 


TIME SUPERVISORS 
ACTUALLY SPENT: 









Office 


sages 


One Hour 
59 Mins. 
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Field Two Hours 


Suggestions 8 Mins. 


Thirty- One 
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Suggestions 50Min, | T 11 Mins 
All Types of Two Hours Fifty 

Suggestions 20 Mins. Minutes 
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Copyfiex Does the Work of “Copy Cats’”’ Faster, 








Without Errors, and at Far Less Cost! 








Desk top Model 100 Copyflex copies originals 11 
inches wide by any length. Makes up to 300 copies 
of different letter-size originals per hour. Only 
$498.50. Other models available to copy originals 
up to 46 inches wide. 


(BRUNING ) 








Copies anything typed, written, 
printed, or drawn on ordinary 
translucent paper—in seconds. 


Specialists in Copying since 1897 


Look in almost any department of your company, and you'll 

find clerical employees who are forced by paperwork to become 
“copy cats”—and your company is wasting hundreds to thousands of 
dollars each month because of it. Again and again, 

they copy original information from one form to another by hand. 
Their manual copying is slow, prone to errors, and costly. 

Modern Copyflex does the work of “copy cats”—faster, without errors. 
and at far less cost. Basic information is written only once—copies 
or other forms utilizing repetitive information are mechanically 
reproduced from the original. Letter-size copies are produced at less 
than a penny each for materials. Copyflex one-writing systems 

speed and simplify purchasing, production, shipping, invoicing, 
accounting, and a host of other operations. They free personnel for 
other important work, give you tighter control of operations, 

save thousands of dollars. 


Copyflex machines are quiet, clean, odorless. They require only an 
electrical connection, can be operated by anyone. Mail coupon today. 


ce 
Charles Bruning Company, Inc., Dept. 42-F 


4700 Montrose Ave., Chicago 41, Illinois 
Please send me information on the Copyflex process and 

















machines, 

N Title. 
Company 

Address. 

City Cc ty State 








CHARLES BRUNING COMPANY, INC., 4700 MONTROSE AVENUE, CHICAGO 41, ILL. 


In Canada: Charles Bruning Company (Canada) Ltd., 105 Church St., Toronto 1, Ontario 


(Circle 415 for more information) 








designed for every application 
from the smallest accounting machine 
to the newest electronic 
high-speed printers 


With Egry Tab Forms you can count on: 


Quality paper—durable 
Quality carbon—legible multiple copies 
Proper alignment—precision feeding 
Your choice of fastening—staples, ties, glue 
Efficient design—stock or custom 
Service—immediate stock form delivery 
Related equipment—decollaters, imprinters, bursters 


THE EGRY REGISTER COMPANY 
DAYTON 2, OHIO 


Leipsic, Ohio * Los Angeles 


Egry Continuous Forms, Ltd., Toronto; Montreal 


(Circle 434 for more information) 
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Relation of profits and number of suggestions for the period 
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two additional years. 

Intangible suggestions are considered 
to “break even” the first year, but are 
accrued the following two years. The 
National Association of Suggestion 
Systems indicates that a suggestion 
accrues benefit to a company, on the 
average, for a period of six years. We 
feel, however, that three years is a more 
conservative period. 

One of the major questions which 
faced us in the survey was the amount 
of supervisory time involved for inves- 
tigating suggestions. This was first de- 
termined by interviewing all supervisors 
and obtaining their own_ estimate. 
Then, it was actually measured by 
keeping accurate time records for a 
period of one year. 

We found that the estimates made by 
supervisors of the time they spent inves- 
tigating suggestions was considerably 
inflated compared to actual experience. 


A format for suggestion accounting 

Eventually, accounting for sugges- 
tions will follow a pattern similar to 
that used by insurance companies. Con- 
sider the suggestion itself as the policy, 
the savings as the premium, the award 
as claims, and the administrative ex- 
penses as a cost of operation. 

The premium is paid yearly (the 





NET PROFIT PER PROCESSED SUGGESTION 


.,» NUMBER OF PROCESSED 
STION ‘ SUCCEST ONS 


NUMBER OF ADOPTED 
SUGGESTIONS 


savings) and a statistically calculated 
number of policies are dropped each 
vear. The claims could be compared to 
expenses involved in unsuccessfully at- 
tempting to adopt an idea. It will be 
necessary for all accepted suggestions to 
be followed each year to determine their 
useful period. Many programs now 
check on adopted suggestions one year 
from the date of acceptance. In effect, 
it would mean collecting the premium 
for each year the suggestion is in effect. 


Results of the study 

The lack of a pattern in costs and 
savings was to be expected, since little 
effort has been made to control certain 
expenses (i.e. meetings, investigations, 
etc.). But as soon as various expenses 
and functions are more clearly meas- 
ured, it will be a relatively simple mat- 
ter to control many of them. For 
example, with the intimate knowledge 
of expenses revealed by the study, it is 
now practical to limit initially the 
amount of time for the investigation of 
individual suggestions. Almost without 
regard to the subject, a person trained 
to evaluate and investigate can reduce 
the time to collect pertinent data. Su- 
pervisors should be trained to condition 
their approach to any problem. It is 
particularly important that they be able 
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to determine if the stated or written ld R Fil 
problem is actually the condition that | How much wou you £uUess 0 €U0-L Lie 
needs to be solved. | 

Closer coordination of the Suggestion _| h t 37 ; t : ffi 
System Supervisor and the a eh can Save you t 4 firs mitnu es lh your O ce? 
Supervisors must be stimulated and 
maintained. Also, the utilization of the 
“package theory’’ of investigating ideas 
by subject, could be used to distinct 
advantage. This concept of handling 
many related ideas on the same subject | 
at the same time will réduce investiga- | 
tion and adoption costs appreciably. | 


$25.00 


a 


$50.00 





This can only be done when a large 
volume of suggestions is maintained in 
conjunction with the “directed sugges- 
tion” approach. The “directed sugges- 
tion” method is one in which problem 
areas are pointed out to employees. ‘ $ fae : 

It was indicated that this mass hand- ‘ —— <—ROTE HAPORTANT CLUE: $100.00 
ling of similar ideas (under skilled \ ~ CARDS ARE NOT ATTACHED 
direction) permits clearer problem pat- WN SIN ANY WAY! 
terns to form in supervisors’ minds. 
Often the problem stated on a sugges- 
tion does not make contact with the 
actual problem in need of correction. 
Many suggestions at the same time, 
hitting around the target, help to pin- 
point the situation needing attention. 

It is also important to retain sugges- 
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1. When you change from slow-poke, money-wasting Revo-File, and go to work! Revo-File is the only 


| 
tions under subject groups in order to | re’ . - 
ous snail ; pile bl 1 | card files to Revo-File, no costly transposition is required. single-drum rotary card file of its type that lets you 
utilize previously non-acceptable anc | No new cards. No key-hole punched cards. Just pick do this. It saves an average of $200 in change-over 
acceptable ideas when examining anew | up your present cards by handfuls, drop ’em into a costs... often much more! (Is $200 what you guessed?) 


problem. For example, when a redesign | 
problem presents itself, old suggestions | 
on the subject can be reviewed by | 
Engineering to determine both the | 
manufacturing and the operational 
problems that have been investigated 
in the past. 
It takes much less skill to utilize a 
good idea, than it does to derive eco- 
nomic value from the rejected ones. 
This latter phase cannot be achieved 
until management is able to measure 
the “return on investment” of new 








2. No chance of losing cards! Revo-File 3. No limits on work speed! Since cards 
has an exclusive, patented method of are not attached, one or hundreds can be 





For big-volume card-filing! The new 
Mosler Roto-File can accommodate 



































holding cards to drum without relying on removed and re-filed instantly. Easy to more than 80,000 cards. Has all the 
ideas, and can handle efficiently and | holes punched in cards or other methods _ place Revo-File in most comfortable work- exclusive Maman of Ravel con 
ike ‘Sear | of attachment, which often cause wear, ing position for any clerk. Cards come to a bigger scale. Electrically controlled 
stimulate large numbers of suggestions mutilation, and eventual “fall out” of her, not vice versa. All standard and most drums rotate independently—several 
on the same subject m/m cards from drum into base of file. (No  off-standard sizes accommodated. Manual clerks can work St same tithe. 
Md iat ats trapdoor needed in Revo-File.) and automatic electric selector models. 
000 \ ee es ce ee ee ee ee ee ee ee ee ee ey 
Want to speed up i" ned have = ee — \ Revo-File, Roto-File Div. « The Mosler Safe Company, Dept. MM-7, 320 Fifth Ave., New York 1, W.Y. | 
H —— a, stlinn, Osa atu ae today! \ Please send me complete information about (check items you wish): oe . | 
maximum use of ee eee oe \ © Mosler Revo-File, world’s finest rotary card file. ( Mosler Automatic Electric | 
I 1 f¥i 4  ] Selector Revo-File. (1) New Mosler Roto-File for volume card-filing applications. | 
electronic office equipment: ba es 
| 
see page 35 for details about the ali new VL} O V VY | COMPANY 
— d f - ADDRESS | 
nothe ne product 0 
WORKSHOP FOR MANAGEMENT Another fe = eer | 
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A COMMON LANGUAGE CODE 





by Burton E. Rush 


F-zsident, Visual Services, Inc. 


TO IMPROVE EXECUTIVE COMMUNICATION 


mes A high-level meeting 
at XYZ Mfg. Co. broke up with an 
angry outburst from the president: 
“This is a Tower of Babel! It’s obvious 
that Sales doesn’t undersiand what Re- 
search is talking about. . . k gineering 
doesn’t understand Produc.'on—and 
nobody can follow the Treasurer!” 

If this scene is typical—and most 
businessmen agree that it is—how can a 
firm develop a “common language” to 
bridge the gap: Cue good answer is to 
chart complex communications. 

Oddly enough, most companies do 
take elaborate pains to translate tech- 
nical and financial jargon into simple, 
graphic form for stockholders and the 
public. But they forget that members of 
their own management team are often 
isolated in their specialties. Take the 
report (Figure 1) for example, from 
XYZ’s Financial Department. All it 
savs, in effect, is “we gotta sell more!”’ 
But this message doesn’t come through 
for many executives. 

As the inierests and language of ex- 
perts grow more specialized the need for 
clear, readable charts as an_ inter- 
departmental common denominator be- 
comes imperative. 

Increasingly, companies are initiating 
or expanding internal charting to: 


Simplify executives’ report loads 


Clarify ~elationships, responsibilities 
and authoritv within departments, as 
well as for the company as a whole 


Facilitate the practice of “manage- 
ment by exception” 


Does a permanent system of internal 
charts call for an extensive (and expen- 
sive) charting operation? Hardly. Chart- 
ing can be compared to accounting in 
that once the CPA sets up the proper 
procedure it can be administered by 
bookkeepers with only occasional check- 
ups from the professional. 

Here’s how any company can tailor 
a charting system to its own particular 
needs: 


1. Determine specifically what informa- 
tion each chart should yield—and for 
whom. 


2. Create carefully tailored prototypes. 
Let’s take them in order: 


1. Is this chart necessary? 


Not long ago a company which found 
itself topheavy with weighty reports 
decided to discontinue several of them. 
Months passed before some executives 
noticed the omission. 

Any company embarking on an in- 
ternal chart program would do well to 
remember this incident. A plethora of 
charts that aren't specifically helpful to 
an executive not only waste his time, 
but also results in his giving all reports 
short shrift. 

The fact is that no two management 
levels require exactly the same informa- 
tion, even from the same basic data. 
For example, here are four stages of a 
production report. (Figs. 2, 3, 4, & 5): 


This is the second of three articles on 
business charts. A future issue will carry 
an article on external charting. 
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The recipient at each level wants a re- 
port which not only tells but evaluates 
the story—for him. The executive vice- 
president isn’t concerned with the 
details of why Foreman A’s parts pro- 
duction is so varied (a matter of vital 
concern to the foreman and _ factory 
manager) because he’s not going to take 
direct action on them. He does want to 
know how each division’s record stacks 
up against the others’, because he can 
and will do something about the excep- 
tional ones, bad or good. 

This practice of “management by 


exception” goes a long way toward solv- 
ing a major executive problem: decid- 
ing what to worry about. In order to 
pinpoint this area of action, (which is 
its prime function), a chart must be 
fitted individually to each manager’s 
particular interests. 

Financial charts offer another ex- 
ample of the need for exclusive tailor- 
ing. Here are some of the ways in which 
different companies must have their 
financial facts served up: 

An automobile manufacturer whose 
plant investment is high, but whose 
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“I’m tempted... 
to get a postage meter!” 


That’s what Mr. Beeply said as he 
looked at himself in the washstand mirror, 

Mr. Beeply was plastered—but with 
stamps. It happened like this: 


It was the last day of the month. Miss 
Thuerly, the demon secretary and invoicer, 
was home enjoying her annual winter bout 
with the flu. So he took on the job himself. 

The night was very cold and with every 
heating gadget in the office turned on full 
blast, he was soon liberally bedewed with 
perspiration, brow and hand. 

When he got around to stamping his 
envelopes, the dew and the glue got together 
in a mass retaliation act. Mr. B. ended up, 
literally festooned with stamps. 

After getting rid of his excess postage, 
he had an inspiration: ‘“‘Why don’t we quit 
fussing around with adhesive stamps,” 


those little postage meters?” 
Nosopy needs to put up with 
lick-and-stick mailing—now that 


there’s a postage meter for even 
the smallest office. 


PITNEY-BOWES 


@ Postage 


©) 


he said to himself, “‘and get one of Fil. “i ? 


PITNEY-BOwWES, INC. 
4503 Paciric Sr., 
STAMFORD, CONN. 
Please send free ( booklet, CQ Postal Guide to: 


With the little DM, desk model postage 
meter, you dial the amount of postage wanted 
for any kind of mail, press the lever...and 
the stamp is printed right on the envelope 
—with a dated postmark that helps get 
your mail through the postoffice faster; and 
with your own small ad, too, if you want one. 

The DM provides postage for parcel 
post on special tape. Has a moistener for 
sealing envelopes. 

The meter is set by the postoffice for 
as much postage as you need to buy at a 
time. You always have the righi stamp 
value on hand. Your postage in the meter 
is always protected from loss or misuse, 
and is automatically accounted for, on 
visible registers. 

Anybody can use the DM. Metered 
mailing is far faster and easier, saves time, 
effort—and postage. 

There is a postage meter model, hand 
or electric, for every business, large or 
small. Ask the nearest Pitney-Bowes 

office for a demonstration. Or mail 
coupon for free illustrated booklet. - 








FREE: Handy chart of 
Postal Rates with parcel 
post map and zone finder. 
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He figures in MUSIC as well 


“Sound” is the word for Man from Monroe George 
Huss, Manager of the Milwaukee Branch. Figure- 
work adviser to Milwaukee businessmen, he com- 
bines a rare technical skill with economic realities. 
Even with his hobby, fine musical reproduction, 
Mr. Huss is again the perfectionist, as he records 
and re-records on tape. He is a member of the 
National Assn. of Cost Accountants and the 
National Office Management Assn. 

Monroe Calculating Machine Company, Inc. 
General Offices: Orange, New Jersey. Branches 
across the nation. 


see the MAN from 


Your local Man from Monroe, too, 
is a realistic, objective consultant 


in simplifying figure-work. 





The new 
Monro-Matic 
adds as it multiplies, 
adds as it divides. 








MONRO 


for CALCULATING » ADDING »« ACCOUNTING MACHINES 
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sales are tremendous, talks in terms of 
the percentage of profit on sales, see 
(Figure 6 below). 
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\ public utility, the bulk of whose 
capital is invested in plant and equip- 
ment, is interested in the rate of return 
on total investment (Figure 7). 
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A chain of supermarkets, whose turn- 
over is in the billions, but whose oper- 
| ating capital is a fraction of total sales, 
| 
| 





thinks in terms of profits in relation to 
operating capital (Figure 8). 


EARNINGS ON CAPITAL 
% 
12 

| 



































0 
1950 "51 wy 53 ‘54 ‘S> 





Obviously, each chart requires indi- 
vidual scaling and _ proportioning. 
Charts 6-8 also point up the effectiveness 
of simple illustrative signposts in giving 
added interest to similar looking charts. 

Still another, and increasingly im- 
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Figure 9 


portant internal use of charts is in the 
individual or departmental pitch for 
appropriations. When Research Man- 
ager Smith tries to explain why he 
needs that extra $5,000 or $500,000 he 
will find it will help if he passes around 


copies of a chart like (Figure 9) 
—rather than detailing the types and 
costs of equipment and personnel 


actually needed. 

Incidentally, a caution to 
Smith: keep your chart simple and, 
even if you’ve spent days and dollars on 
it—don’t let it look slick! 

About the only type of chart that is 


word of 


organizational chart which most com- 
panies possess in varying degrees of clar- 
ity. However, many companies do not 
have functional organizational charts 
which indicate how planning, doing, 
and evaluating functions are handled 
within each division (Figure 10). 


2. Any bugs in the prototype? 


The prototype is to internal charting 
what the bookkeeping setup is to ac- 
counting: each is the framework on 
which the whole system stands or falls. 

A wise company will invest in pro- 
fessional guidance when setting up 




















“fundamental” to all companies is the prototype. Then it will insist on 
FUNCTIONAL ORGANIZATION OF SALES DEPARTMENT 
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ADMINISTRATION 
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Mr. Halliwell and Robert Mason of Du Pont discuss needle-sharp reproductions of blue- 


*Photo-Writ” W... 


prints on 


extra-thin copies cut mailing costs and storage space. 


Chief Draftsman Harry Halliwell tells... 


How SKF Industries, Inc., reproduces drawings perfectly 
and saves money, too...with Du Pont ‘‘Photo-Writ” W 


SKF Industries, Inc., manufacturers of ball 
and roller bearings, has five plants where it 
makes anti-friction products. Because the 
Sales Engineering Diyision maintains all 
blueprint files in their Philadelphia home 
office and distributes photocopies to all 
plants, the photocopy section is the heart 
of their design distribution program. 


Chief Draftsman Harry Halliwell of SKF 
Ind::stries, Inc., says, “Obviously our first 
reqiiirement is clear, sharp reproduction. 
Du Pont ‘Photo-Writ’ W gives it to us.. 
and then some. ‘Photo-Writ’ photocopy 
paper Type W is the strongest paper 
we've found. Its ruggedness prolongs the 
effective life of our prints, even under con- 
tinuous rolling, folding and handling. 


** *Photo-Writ’ W helps us, too, in mak- 
ing multiple copies. Because it’s trans- 
lucent, we use a master positive as an in- 
termediate, saving us a recopying job on 
every print. And, its fast drying speeds up 
processing. 

“Using ‘Photo-Writ? W actually re- 
duced the cost of our operation,” 


ues Mr. Halliwell. 


mies were only the beginning. We have 


contin- 
“The processing econo- 





forready reference. Because‘ Photo-Writ’W 
is extra-thin, we can file 400 prints in the 
same book that used to hold 200. Result: 
file space is cut 50%, and costs are lower. 
And another thing, ‘Photo-Writ’ W is the 
lightest paper we know of. Result: mailing 
costs cut 50%.’ 


““Photo-Writ” W can give your firm the 
same advantages it gives SKF. Mail the 
coupon for our free how-to-do-it booklet 
on all Du Pont Photocopy Papers. Send 
for it today. 


Tih STI 





Printer uses Du Pont “Photo-Writ” W to make 


thousands of drawings which must be filed copies from a master positive. 
— feat ee ae a ee eee ee a 
t 
DU PONT N2420-17 | 
Wilmington 98, Delaware | 
PHOTOGRAPHIC Please send me the free booklet “Du Pont Photographic | 
Reproduction Papers.” 
PRODUCTS Nome | 
Firm | 
GU POND nti | 
. Street | 
BETTER THINGS FOR BETTER City State | 
LIVING... THROUGH CHEMISTRY 174 ' 
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SPEED PAPERWORK! CUT DUPLICATING COSTS 


wit KEROGRAPHY 


Copy onto masters for any of these duplicating processes 


OFFSET e SPIRIT’ e DIAZO 





New developments in xerography 
make it the one, all-purpose, fast 
and economical process for copying 
anything written, typed, printed or 
drawn, onto different types of 
masters for duplicating, at low cost. 

Now you can copy subjects like 
those shown above onto offset paper 
masters, pre-sensitized positive 
working metal masters, spirit (*or 
other fluid-type masters), translu- 
cent masters, by this versatile, photo- 


SAVE time 


AND MONEY 


WITH 


XEROGRAPHY— 


the one, 
all-purpose, fast, 
economical 
process for 
copying subjects 
like these onto 
masters for 
duplicating by 
offset, spirit 


or diazo. 


exact, dry, electrostatic process. 

Versatile xerography provides the 
solution to your copying needs. 
Original copy can be enlarged, re- 
duced or made same size. Masters 
can be made from opaque originals 
or from copy on both sides. Only 
with XeroX® copying equipment 
can you prepare masters for many 
types of duplicating with one quick, 
economical process. Xerography 
for speed and savings! 


WRI TE for “proof of performance” folders showing how xerography is saving time 
and thousands of dollars for companies of all kinds, large and small. 


THE HALOID COMPANY, 


56-40X HALOID STREET, ROCHESTER 3, NEW YORK! 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


. (ZE-ROG-RA-FEE) 
The fastest, thea 
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pest, most versatile way to make masters for 


(Cirele 441 for more information) 


Sn etter ee ee 





* 


duplicating 


SSSR ei OO Ne ROOT | 





thorough tests. The approved model 
should be: 


> simple enough for a foreman or secre- 
tary to plot without using special in- 
struments, 

>» completely comprehensible to the user 

and to the recipient. 

In setting up any prototype, the 
first consideration is the number and 
type of factors (units of time or capac- 
ity or dollars, etc.) it must contain. 

The Foreman’s chart (Figure 2) em- 
bodies these characteristics—as does the 
chart in (Figure 11, shown at right) for 
a sales clerk’s daily use. 

To sum up internal charting, it’s 
clear that (1) the more care taken to 
insure that all members of the team get 
what they need, the better will be inter- 
nal communication, and cooperation, 
and (2) the more care taken to create 
prototypes that will accommodate neces- 
sary factors simply, the easier it will be 
to prepare and use the charts profitably 
for months and years thereafter. m/m 





DAILY SALES REPORT 


(in thousands) 
MENS CLOTHING WOMENS CLOTHING 
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FIGURE 12 below: Five charted statistical progressions give employees a clear cut pic- 


ture of their company’s operations. 





THESE INTERNAL CHARTS HELP = 
N. Y. TEL. CO. MANAGEMENT = 
TO “KNOW YOUR COMPANY’ 


GROSS CONSTRUCTION SINCE 1940 


PLANT INVESTMENT 
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HOUSEHOLDS WITH TELEPHONE SERVICE 
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n this executive posture chair— 
ely in this revolving arm chair—healthfully 
in this secretarial posture chair—you'll find Royal 
metal furniture doing its part in getting work accomplished. 
That's because, wherever style, durability and 
efficiency are standards, Royal is specified. 

now turn the page for additional examples... 


METAL FURNITURE SINCE ‘97 

ROYAL METAL MANUFACTURING COMPANY 

175 N. Michigan Avenue « Chicago 1, Illinois 
Offices and plants from coast to coast 
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Shown on the other side of this 
page, are the No. 1230 Executive 
Chair, No. 1265 Posture Chair 
and No. 1210 Executive Chair. 
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Prestige in name and quality... CGyal Office Furniture 


911... ARM CHAIR—Asturdy, useful 
@) and long-lasting chair with comfortable 
flex-spring seat mounted on all-metal, die- 
ventilated seat pan. Square tubular steel 
frame is all-welded, Plastelle enamel fin- 
ished, has flared legs to protect walls, and 
leg braces for additional strength. 


760...CLUB CHAIR—Nevw, narrow 
@d) 134,” square tubing, Satin-Chrome finish- 
ed. Handsome, big-space seat and back are 
of flex-spring construction—can be had 
upholstered in Super-Tuftex or in Royal- 
point. Flared rear legs protect walls against 
mars or scratches. Self-locking floor glides. 


913...SIDE CHAIR—A fine quality 
(b) side chair matching the 911 Arm Chair 
in construction and design. All-metal, all- 
welded square tubular steel frame is Plas- 
telle finished. Legs are flared to protect 
walls against marring. Upholstered seat is 
of flex-spring construction. 


761-763-765 ... SECTIONAL GROUP 

—A versatile and stunning group that 
offers almost unlimited room planning pos- 
sibilities. Center Section 761 without arms, 
Right Arm Section 765, Left Arm Section 
763. Flex-spring seats and backs uphol- 
stered in Super-Tuftex or Royalpoint. 
Frame is modern !34" square tubing, Satin- 
Chrome finished. 





Royal Metal Manufacturing Co., Dept. 34 
175 N. Michigan Ave., Chicago 1, Ill. 


___ Please send information on complete line. 


___Please have representative call. 


Name_____ 
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1250...JR. EXECUTIVE POSTURE 

CHAIR — Takes the fatigue out of long 
hours of steady work. Back is hinged with 
compression spring action. Large coil spring 
seat, shaped back, Plastelle finished all- 
welded square tubular steel frame. Island 
base, ball bearing casters. Easy adjustment 
to individual requirements. 


766... SATIN-CHROME SETTEE—A 

beautiful, 2-person settee in the new, 
narrow |34," square tubing, Satin-Chrome 
finished. Seat and back of flex-spring con- 
struction. Upholstery in attractively match- 
ing fabrics. Wall-saver design legs. De- 
signed for beauty, built for comfort, easy 
to keep clean and fresh. 


METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING COMPANY 
175 N. Michigan Ave., Chicago 1, IIl. 
Factories: Los Angeles « Michigan City, Ind. 
Plainfield, Conn. « Warren, Pa. « Galt, Ontario 
Showrooms: Chicago « Los Angeles 

San Francisco « New York City 


Authorized Dealers Everywhere. 
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Split dollar insurance 


A plan to attract and hold junior executives 








Gs) recent =years, the 


by Paul Brower 
stock option plan has proved to be a 


bwin @ . i Director of Advanced Underwriting 
: vice for c ee ad 
successtul device for compensating—anc Mutuad of Mew York 


holding—the top executive. It assumes 
a man with high earning power who 
can't afford—tax-wise—to accept a 
higher salary. Stock option offers him 
































capital gain at capital gain tax rates. 
While some companies have tried EXECUTIVE 3-YEAR MODIFIED LIFE 
the same technique with lower echelon $10,000 Face Amount 
men, it has been less successful. There 1955 Illustrative Dividend Scale 
are several reasons. From the company , 
° e8 . AZe 3: | 
view re are -n too many : : — —— 
point of lew, there are ofte ( Premium; Yrs. 1-3, $208-10; Thereafter $255.10 
men in the “junior” category to spread 
available shares in sufficient bulk to Employer Pays Employer Net Bene- 
ake thé ofetlew ctsctive. Moree: Increase in receives fit for En- 
make the 0 viii, atrac siete ms : Policy Cash Value or at Insured's ployee's kmployee 
the one most lnportant predicating fac- Year Net Prem. death Family Pays Dividend THE LOWEST Cost, 
tor—high salary—isn’t present. ‘The 1 > 2 $ 10,000 $ 228.70 2 MOST EFFICIENT 
younger man on the rise needs spend- 2 $ 90.00 $ 90.00 9,910 138.70 - 
° o « 1&6 0 O70 .O0 We peg i "7 
able dollars. He is raising and educat- : rae tage gf pag rede SYSTEM FOR FILING 
ing a family. He needs a large home. 5 210.00 680 .00 9, 320 2.70 46.40 ACTIVE RECORDS 
He recognizes the need for more insur- 6 207.70 890.00 9,110 - 2330 51.40 
‘ ° ‘ e 202.70 ny 00 ip om 
ance to protect his family during their 4 pig neni eos _! 30 Li The “Verti-File’ open shelf filing 
97. 320. 8 , 680 - 22.40 s 
most vulnerable years. His savings ac- 9 195.20 1sho 00 8° h60 oh 26 : = | System couples the economy of a low 
om Re yr ie gpg - et OO 61.20 | capital investment with=high speed 
count 1s negligi le. es a - Rf panies ane - 27 -10 63.50 filing efficiency. This system 4s most 
To this man, any form of “deterred 14 igen fin 8,050 60 ry suitable for new installations, but if 
his 1 yy 5 7 2140.0 7,860 « 2,30 .80 i 
income” relieves him only of the gnaw- 12 185.20 2330.00 - an ago si you are adding to your present filing 
) a L 105.3 2330-00 ?,670 - + 70 (2.30 set-up, it is easily adaptable to all 
ing urge to save a little money. Caught 14 eee 2520.00 7,480 - 8.20 75.70 filing methods. 
in the nutcracker of his company’s need - oe mid i ee - 11.60 gic 
et ah ek Pi CS (4. (0 910. 7,990 = 23.30 2.70 Why not have our literature and 
to maintain uniform salary levels and 17 171.40 31.00 .00 6,900 - 18.60 85.40 prices in front of you? 
his extreme demand for spendable in- 18 168.70 3290 .00 6,710 ~ 21.30 87.60 
come, he is certain to look afield for a 19 166 «50 3490 .00 6,510 = 3350 89.60 || 
aap 20 164.50 3680 .00 6, 320 - 25.50 91.60 
solution to his dilemma. WRITE 
In this situation, the recent tolerant Age 45 FOR NEW 
rere 5G er . oa “oe . : ne Ee 22 ° : in, - 
view of the Tax Courts on “Split Dol- Premium: Yrs. 1-3, $326.00; Thereafter, $362.20 BROCHURE 
lar’ insurance is particularly attractive. 1 - ‘. 10,000 326 .00 - AND PRICES 
It offers two advantages of critical im- 2 190.00 190 .00 9,810 136.00 - on 
portance to the younger man: tax-free 3 220 .00 410 .00 9990 106 .00 58.10 “VERTI-FILE” 
srotection for his family when they need : baa 680-00 9 » 320 alee 6% 90 
f S Ie y 5 260 .00 940.00 9,060 37.30 71.90 
it, and a release of spendable dollars 6 260 .00 1200 .00 8,800 30.30 78.30 
that would otherwise be assigned to in- i eb ey res reek 13.90 .o DELUXE 
, way PN Wis ' 260 . 06 730-00 »270 17.60 7-20 
surance premiums. Moreover, to the 9 270 .00 2000 .00 8.000 5.00 89.70 METAL FURNITURE 
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bond more effective than any of the - —— — een 40.10 a COMPANY 
Pa pe eats ecccaadl e et0 0 e740 .00 »260 27-70 96 .60 441 Struthers St. WARREN, PA. 
conventional deferred compensation 13 230.00 2970 .00 7,030 35 60 99.80 
programs usually offered. 4 230.00 3200 .00 6,800 32.40 102.80 A DIVISION OF THE 
15 230.00 3430.00 6,570 29 .4o 105.70 ROYAL METAL MFG. CO. 
How ‘‘split dollar’’ insurance works 16 230.00 3660 .00 6,340 26.50 111.00 Manufacturers of library shelving, industrial 
17 220.00 388Q .00 6,120 31.20 116.00 helvi nd fact furniture f 
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Here’s an innovation that makes ordinary pay- 
roll methods old-fashioned. All you do is write 
—the McBee Tab Poster does the rest. In three 
quick, easy steps. With fingertip control and 
accuracy. 


All payroll records are posted in one writing — 
and on one fixed line. 


Equally adaptable to weekly payrolls number- 
ing thousands, or to semi-monthly payrolls of 
less than fifty. And personnel is so easily trained. 


The nearby McBee man will be glad to demon- 
strate the Tab Poster’s exclusive advantages. 
Phone him, or send us the coupon below. 


Ss 6250 Forms — in stock or print- 


ed to your order — extra 


McBEE 


In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 


To: Tab Poster, The McBee Company, Athens, Ohio 





THE McBEE COMPANY, ATHENS, OHIO 
DIVISION OF ROYAL MCBEE CORPORATION 
OFFICES IN PRINCIPAL CITIES 


Please send me information on The McBee Tab Poster. 


NAME— ae rae ee ee 
FIRM———— eae . " ee 
ADDRESS— ————_—___—_C ITY ——_ 
ZONE—————_STATE- —NO. OF EMPLOYEES 


(Circle 457 for more information) 





lor the amount of insurance above cash 
surrender value. The employer pays 
that part of the premium which repre- 
sents that year’s increase in the cash 
surrender value (as illustrated by the 
specimen figures in Exhibit 1.) Depend- 
ing upon the employee's age, there will 
come a time in the plan when he will 
no longer be making any part ol the 
premium payments. Dividends are 
available to the employer. 

The cash values are not substantial 
in the early years. Therefore, the em- 
ployee will have a heavy premium ob- 
ligation at the start. To overcome this 
early premium load the employer can 
lend the employee the necessary monies, 
which the employee must be obligated 
to repay, or they can average all the 
employee's premiums and then by ar- 
rangement between themselves have 
the emplovee pay to the employer a 
level amount over the premium paying 
period. ‘This is something for the par- 
ties to work out between themselves. 

The Split 
talked about for several years. But, it 


Dollar plan has been 


has received added impetus since the re- 
cent revenue ruling, which in effect said, 
that an employee need not regard as 
taxable income, any part of the em- 
ployer’s payments in a Split Dollar case. 
In brief, here’s what makes the method 
so attractive to both the company and 
the employee: 


Advantages to the employer 


1. The plan’s chief advantage is the 
help it gives the employer in developing 
keymen by assisting them in the pro- 
tection of their families when the needs 
are greatest and the available resources 
available relatively low. Basically, this 
is an incentive plan. 

2. Because of the plan’s nature the em- 
plover can be selective. 

3. The cost to the employer, short of 
the loss of the use of money for pre- 
mium payments, would be nominal or- 
dinarily. Actually, if a policy issued at 
age 35 and held for 20 years were sur- 
rendered, the employer would show a 
profit. ‘The contributions of the em- 
ployer would total $3,445.30 and the 


| cash value guaranteed would be $3,680 


and the cash value including dividends 
would be $5,370. 

4. At retirement age, the employer can 
use the cash value of the policy to fund 


MANAGEMENT METHODS 





deferred compensation. As in other 
Business Insurance and Keyman cases, 
the insurance company will, under the 
Split Dollar plan, permit the employer 
to elect a settlement option based on 
the life of a natural person. 

5. If the insured dies, the employer can 
use his share of the proceeds to fund 
any obligation he may have to the em- 
ployee’s family. 

6. The employer has a growing sinking 
fund under this plan which could, if 
necessary, be called upon for various 
business needs. 

7. If an employee leaves, the employer 
can either surrender the plan or sell it 
to the employee. The two can set up 
their own arrangement to cover this. 
8. Finally, the family of close corpora- 
tions might have substantial interest in 
Split Dollar. Often, the keyman will be 
a son or daughter of the owner-em- 
ployer of the firm. 


Advantages to the employee 

1. The plan gives, to the employee, in- 
surance protection at a cost below that 
of term protection or group insurance 
protection. Naturally, the employee is 
also protecting his insurability. 

2. Although the employer is paying the 
greater share of the premiums, the in- 
sured employee, as a result of the new 
ruling, is free of any income tax liabil- 
ity by reason of these payments. 

3. An agreement can give the employee 
the right to acquire this insurance at 
any time if he is willing to pay the em- 
ployer the cash value of the policy. m/m 


“worth 

An “Association of Records Executives and 
Administrators” has been formed by a group 
of executives and administrators in the field 
of records management. The objectives are: 

1. To promote and foster the improvement 
of records administration through the study, 
education, research, and training of members. 

2. To advance professional knowledge and 
techniques by sharing experiences. 

3. To develop a source of supply of rec- 
ords management knowledge from which all 
members can draw. 

4. To promote and develop knowledge in 
the following various areas of records man- 
agement: forms control, correspondence and 
reports management, records keeping, business 
history and vital records programs, retention 
practices, records center operations, micro- 
filming, and other related subjects. 





For further details, write to the Secretary, 
Mr. Robert W. Humphrey, New York Stock 
Exchange, 11 Wall St., New York, N.Y.; or 
circle number 534 on the Reader Service Card. 
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ADDO-X’s light-as-a-dove’s feather touch, 
short key action — minimizes finger travel and 
saves operator's energy. The STEP-O-MATIC 
lever offers you calculator performance at 
adding machine cost when multiplying. No other 
adding machine is so saving -of your operator's 


time and energy. Write for literaturey. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD. 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 


Also on our NEW two register machine. 


For further details mail this advertisement with your letterhead. 


(Circle 408 for more information) 
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iid a SPECIAL index iain’ | 
build it yourself with... 


Smith’s 
OPNWINDO 
Steel Guides 


Just type the captions you 
need—slip them quickly 
into these movable 
clamp-on guides. 1001 
other uses to save time 
and improve your filing. 


Available in 1” or 
2” widths. Packed 
25 to box with 


See your labels in strips for 
office supply easy typing. Also 
dealer or alphabetic labels 


write to 200 subdi- 


visions. 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For more than 50 years a complete line 
signals and indexes. 












of time-saving 


(Circle 472 for more information) 

























\EJ Some men 
judge a product's 
value by its price. 
That's why they’re 
shocked by 


SOUNDEX 
WALLS 
Soundex Walls 
cost less... but 
do more: 
They soak up 
office noise 
like blotters 
soak up ink! 
*Write for your 
free catalog... 
judge by value 
as well as 
low price. 


2417 Eastern Avenue, S.E 


Grand Rapids, Michigan 
(Circle 440 for more information) 
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ee, ast fall, the General 
Foods Corporation ran an experimental 
“Brainstorming” session at its person- 
nel conference in New York. The idea 
was to show the 120 conferees how they 
could get their people to act and think 
creatively. Though it was only a dem- 
onstration, brainstorming was so im- 
pressive that four of the more-than- 
one-hundred ideas turned up at the 
session have already been put into prac- 
tical operation. Also, the theory was so 
appealing that sessions have since been 
held in GF installations in such widely 
separated geographical locations as San 
Francisco and Boston, on subjects that 
range from retirement plans to frozen 
food production problems. 


What is brainstorming? 


the creation of Alex 
Osborn, co-founder of Batten, Barton, 


Brainstorming, 


How brain- 


storming can 


produce 










better business 
ideas for you 


* 





Organized group creativity is the key 


to novel new business technique 


Durstine & Osborn, is nothing more 
than an organized and directed “free 
thought” conference . . . a round table 
session of a particular group attacking 
a particular problem. It has even been 
described as “thinking in a fish bowl.” 
The Wall Street Journal has described 
it as ““The Mating of the Age of Freud 
with the century of the Salesman, using 
a semi-evangelistic approach.” 

This is how it operates. When condi- 
tions are right, the chief brainstormer 
(panel leader) states the problem. One 
of the participants then offers the first 
suggestion, which is transcribed by a 
tape recorder. Each 
participant is given a chance to state 


stenographer or 


his creative ideas. Also, by listening to 
other people’s suggestions, the partici- 
pant will be stimulated to think of im- 
proved variations, and thus multiply 
the number of usable ideas. As the ses- 


sion continues, the thinking gets more 
intense and rapid. At a good _ brain- 
storming session, the panelists have to 
wait several minutes before there is 
enough free time to get their ideas re- 
corded. The session lasts until all par- 
ticipants are dry of ideas, or until a 
specified time limit has been reached. 
The number of suggestions is unim- 
portant. The expenditure of «me and 
effort is often repaid by one good idea. 

Each participant is asked to provide 
only constructive suggestions. There is 
a restriction against negative thoughts 
or, as they are termed, “killer phrases.” 
Often a panelist, after listening to a 
particularly impractical idea, will blurt 
out, “That’s silly,” or “We can’t do 
that.” These are killer phrases. To pre- 
vent them, the panel leader may ring a 
cowbell when a participant begins one 
of these negative statements. 
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The theory is that even the most out- 
landish suggestion may trigger a real 
good idea. The process has certain re- 
finements, such as warm-up sessions to 
stimulate thought, and the injection of 
particularly creative people to loosen 
up the participants. The most impor- 
tant characteristic of the technique is 
an atmosphere conducive to creative 
thought. To get this, psychological bar- 
riers are pushed aside. For example, 
conducted 
among people of the same rank. Lesser 


brainstorming should be 
lights develop inhibitions at sessions 
with their bosses. Food is usually served 
before sessions to relax the participants. 
Each member is required to introduce 
himself as an “ice breaking”’ gesture. 


The G.F. Brainstorm 


The General Foods session was not 
an ideal brainstorm because it was con- 
ducted as a demonstration before an 
audience. Ideally, the sessions should 
be run for small groups in small rooms 
with no distracting influences. To over- 
come these shortcomings and insure the 
success of this experiment, the thirteen 
G.F. panelists practiced the previous 
night by brainstorming another sub- 
ject. They also selected the topic to be 
brainstormed at the conference. As a 
further measure, Willard A. Pleuthner, 
vice president of BBD&O, and a vet- 
eran brainstormer, was enlisted as a 
panel leader. 

The participants were all personnel 
executives of GF plants. They repre- 
sented every phase of the enormous 
corporate enterprise and came from 
every section of the country and Can- 
ada. None had previously brainstormed 
nor were any particularly noted for in- 
dividual this 
group was able to turn up 107 sugges- 


creativity. However, 
tions on the subject “How to make 
every employee a better salesman for 
GF products,” in only twenty minutes. 


Next page, please 
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All that dictation ! 
Hasnt he heard about 


Verifax Copying? 


Here's how this completely different 
method speeds communications in 
thousands of offices . . . brightens each 
day for boss and secretary. 





() You'll never have to dictate another 
letter or memo which quotes from one 
you have received. Your secretary can 
make 5 photo-exact duplicates of the 
original in 1 minute with a Kodak Verifax 
Copier; dispatch them immediately with 
a “See attached” note. 


0) You'll skip dictation, too, in answering 
letters which ask specific questions. Just jot 
the facts on the original and mail Verifax 
copies as your reply. Same routine saves hours 
of retyping in filling quotation requests. 


O You'll also use Verifax copying to eliminate 
slow “one copy” routing of incoming 
correspondence, magazine articles . . 
opinions from key men faster. 


. get 


0 You'll be able to send copies of inquiries to sales 
force, branch offices, etc. as soon as they’re received — 
no retyping errors, no omissions, no proofreading. 
Verifax copies are authentic from letterhead to signature. 
The revolutionary Kodak Verifax Copier is surprisingly simple 

to operate. After a few minutes’ instruction, your secretary will 

be whisking out 5 photo-exact copies of any record in 1 minute 

for only 2!2¢ each. No change in your present room lighting! 

And another plus—you can even make offset plates with it— 

for less than 20¢ each! i 


Many valuable’ tips—based on the experiences of thousands 
of users—are included in new free booklet giving full details 
on this sensationally versatile $240 machine. 


——-—-—-—~-—~~- MAIL COUPON TODAY .————— —_—---—-- 


EASTMAN KODAK COMPANY, Business Photo Methods Division 
343 State Street, Rochester 4, N. Y. 

Gentlemen: Please send free copy of “New 

Time-Saver, New Idea for Every Office”; also 

names of near-by Verifax dealers. 197 


Name__ 


Position 








Company 





Street 





 ———— State 
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@ New! Cosco Chairs, Settees, Sofas and 
Occasional Tables . . . styled to create a 
warm, congenial atmosphere in reception 
room, conference room, private office. Intro- 
duces the last word in furniture comfort, 
Leaf Spring Suspension: cushions ride buoy- 
antly on flexible bands of tempered steel! Legs 
extended in rear to protect walls. Socket 
glides stay level when furniture is tilted. Re- 
versible coil spring or foam rubber cushions. 
Cloth and plastic upholstery; many patterns, 
colors. Bonderized frame has a chip-resistant, 
baked-on enamel finish. Tables have lifetime 
FibeResin tops and shelves. Prices start sur- 
prisingly low. Call your Cosco dealer or mail 
coupon today! 


Find your COSCO dealer in yellow pages of phone 
book or attach coupon to your letterhead 


BY THE MAKERS OF 





a L05CO 


OFFICE CHAIRS 





Model 18-TA 
Executive Posture Chair 


$48.95 ($51.45*) 


Model 15-F 
Secretarial Chair 


$29.95 ($31.95*) 








U J 
Model 20-LA Model 22-L 
Conference Arm Chair General Chair 
$28.95 ($30.95*) $12.95 ($13.95*) 
(*Zone 2—Texas & 11 Western States) 


Hamilton Manufacturing Corporation, Dept. MM46, Columbus, Indiana 


Gentlemen: 

[ “| Please send information on new 
— COSCO Business Furniture. 
Name 

Firm 

Address 

ae 
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Please send information on 


COSCO Office Chairs. 


State 


(Circle 442 for more information) 
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GF products,” in only twenty minutes. 


The Suggestions 


These suggestions were separated 


into four categories: (1) Awards, Sam- 


ples, ete., (2) Instruction, 71 raining 
and Information (3) Selling Activities 
(4) Miscellaneous, contests, etc. 

Not all the suggestions were worthy 
of serious consideration. One facetious 
participant even suggested that the 
company “Should try to develop a gim- 
mick that any time you use a non-GF 
product, you must bump your head on 
the floor three times in the direction of 
White Plains.” 


Most of the suggestions were intelligent 


This was the exception. 


and illustrate the brainstorm’s poten- 
tial 


ops has selected a number ol 


eflectiveness. MANAGEMENT METH- 
these at 


random: 


» Give every new employee a gift pack- 
age first day of work. 

» Pay bonuses for sales. 

» Publish articles in “GF News,” ‘‘Man- 
power Management,’ house organs, 
etc., concerning idea. 

> Prepare film or simple device employee 
can use to talk about products at gath- 
erings or church functions, etc. 

» Prepare documentary film on each 
product and show to the employees of 
plant by each division managemeni. 

» Make available films of GF products 
for employees to use at social group 
functions. 

» Paste General Foods sign on back of 
automobiles. 

» A slogan throughout the office—such 
as, ‘Be a friend to everyone, sell them 
GF products.” 

» Write history of products pointing out 
contributions that they have made to 
better living standards. 

>» Conduct brainstorming session on this 
subject with all employees. 

>» Premium contests for employees’ chil- 
dren—send in ideas for premium. 


No formal steps were taken by the 
corporation to implement brainstorm- 
ing as a company policy and technique. 
Yet, the ideas developed at that first 
session provided enough stimulation in 
the right places to have four of the 
suggestions picked up and used almost 
immediately. For example, one of the 
suggestions was the use of consumer ads 
in employee publications to familiarize 
each employee with the company prod- 
ucts. That has since been undertaken, 





and according to Donald W. Kingsley, 


Communications Manager, results have 
been good. 

Another suggestion was the giving of 
gift packages of the company’s products 
to new employees. ‘This practice was 
adopted by the Public Relations De- 
partment in White Plains as a regular 
procedure. 

One of the panelists suggested con- 
the 
products being served in the cafeteria. 


structing displays of company 


Displays showing “Good — Seasons” 


salad dressing, and various cereal prod- 
ucts, have subsequently been used in 


the White Plains cafeteria. 


Spreading the gospel 


The idea to publish an account of 
the brainstorming session in the com- 
pany publications was actually a sug- 
gestion developed at the conference. 
The articles, which subsequently ap- 
peared, have stimulated interest in 
brainstorming in a number of com- 
pany installations. 

For example, the Birds Eye division 
just concluded a meeting of 16 fruit 
and vegetable plant managers in San 
Francisco, California. Under the direc- 
tion of Jack Cogswell, Division ‘Train- 
ing Manager, these conferees brain- 
stormed the subject, “How can we im- 
prove our raw product recovery.” In a 
12-minute session, participants came up 
with 42 fresh ideas. They liked the 
brainstorming technique so well, they 
requested another session on the sub- 
ject of “How we can improve relations 
between Birds Eye and the growers.” 
This netted 50 ideas in 15 minutes. An 
interested spectator at this session, the 
district manager for San Francisco, was 
so impressed with brainstorming, he 
made plans to use it to help solve sales 
problems in his district. 
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BULLETIN 
The General Foods Company has just 
appointed Edward J. 
ordinator of all brainstorming activities. 


Walsh, as co- 


The appointment is the result of the 
rapid increase in the number of individ- 
val brainstorming sessions and the need 
for centralized control over the activity. 
His duties will include plant-wide distri- 
bution, of ideas developed at brain- 
stormings, follow-up.on ideas to see 
they are properly evaluated and uti- 
lized, and acknowledgement of advan- 
tages brought about by brainstormed 
ideas. A brochure explaining the do's 
and don'ts of brainstorming is being 
prepared for distribution to all operat- 
ing units. 











Brainstorming was also used at a 
New England regional personnel man 
ager’s meeting. The subject was, “What 
could General Foods do for retiring 
employees to make the transition more 
total of 


agreeable.” A 50 suggestions 


were received in the 15 minute session. 


Brainstorming in the rough 


Despite all the aids, theories, and de- 
vices conceived by Mr. Osborn and his 
colleagues, the principle requirements 
of brainstorming remain, essentially, a 
bona fide business problem and a 
group of individuals vitally concerned 
with that problem. The intermixing of 
these two elements will, under most 
favorable conditions, provide new and 
valuable solutions. 

A good example of this rough brain- 
storming took place in March, 1955. 
The New York Telephone Company 
Wages a constant war against Customer 
errors in dialing. Watson M. ‘Thomp- 


son, trafhe superintendent of the Man- 





hattan, Westchester, and Bronx divi 
eit: ) ict 4 stor ning 
ession 1 t subject 

vitl (fe ployees." 
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NEW 
HIGH FIDELITY 


OMMANDER 


OMPTOMETER 





dictation-transcription machine by Comptometer 


with amazing UNIMATIC remote-control microphone 





... makes dictating as easy as talking—An electronic miracle in the sim- 
plification of dictation has been achieved by Comptometer. Now you can forget 
the mechanics of recording and have your mind free and clear for better dictation. 
All you do is talk into the Unimatic remote contro! microphone which fits the palm 
of your hand. One simple button lets you dictate, listen, reverse to review, or even 
to ‘erase’ and replace a word or phrase.When finished dictating, press other button 
to mark length of letter—everything is automatically recorded by remote control. 


.». saves more than it costs—The flexible Mylar* magnetic recording belt 
can be used for thousands of dictations. It “wipes” clean in just one second, 


SEE ALL THESE YEARS-AHEAD FEATURES DEMONSTRATED 


ready for re-use. The day-after-day savings over costly ordinary one-use belts or 
records more than return your Commander investment. And only Comptometer 
guarantees these mailable belts for life. 


... erases unwanted words—You will hand your secretary error-free dic- 
tation she will transcribe twice as fast and right the first time. Error-free because 
you can electronically “erase” any unwanted part of your dictation and replace 
with the new or correct thought—No extra correction instructions to add. And, for 
economy-minded offices, the same Commander unit can be used for both dicta- 


tion and transcription. % Mylar-Dupont’s trademark for its Polyester Film. 


IN YOUR OWN OFFICE! 


NEw! 


Visualite Indicator. 
Glows red when you 
dictate, flashes to 
green when you listen 
or transcribe. 


NEW! 
Remote Indexing 
automatically marks 
length of letter. 


NEW! 


Unimatic Remote 
Control Microphone 
fits palm of hand. Two 
buttons control ail 
operations 


NEW! 


Simplified Recorder — 
all operating controls 
are now on Unimatic 
microphone. 


NEW! NEW! NEW! NEw! NEW! 
Conference Recording— Customized Input Vol- Carrying handle Dual speakers Modern design 
Listening. Supersensi- ume-Control can be 
tive microphone pickup. pre-adjusted to your NEW! NEW! NEW! 

lay- hether it's ex- 
ee Se See Oe pony or extra soft, Removable cover Lighter weight High Fidelity 


back speaker. 








also 
available 
another outstanding machine to speed American business by 
in 
OMI I OME I ER’ i 
A product of Felt & Tarrant Mfg. Co., Chicago, IMlinois. Other Felt & 
Tarrant products: The world-tamous Comptometer Adding-Calculating 
machine and the new 10-key Comptograph “202” Caiculating-Adding machine, 


(Circle 436 














© Comptometer Dictation Div., Felt & Tarrant Mfg. Co.,1712 Marshfield St., Chicago 22, III. 
© — Gentlemen: Without any cost or obligation please arrange: 

© COFREE DEMONSTRATION ( FREE 10 DAY TRIAL (© Send complete information 
o 

.  O..eee ee Title 

a 

pd |) ee ane aiceiate thlicncmscictinaaateiteasiities 

@ Address__.._ 

© 

e City County State 

* 


for more information) 
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Days of work 
reduced to a few hours... 


hy Baltimore Business Forms! 
Piece Work Operation Now Does 6 Jobs With.1 Form 


A leading piece work manufacturer presented this problem. ‘‘ How 
to get more accurate production records by work classification and 
cut high cost of sorting 20,000 tickets a week?’’ 

After careful study, Baltimore Business Forms design specialists 
came up with a simple triplicate form to handle all these jobs at 
one time. Now, this company (name on request), controls inventory 
—productive and rework costs and furnishes worker’s receipt, in- 
spection ticket, pay roll slip on one simple form! It takes experi- 
enced designers to produce these money-saving results. Baltimore 
Business Forms have designed forms for thousands of leading busi- 
ness houses! And because our line is complete, you get unbiased 
recommendations, excellent business form service for any need— 
when you need it! 

Write today for unmistakable proof that we can help solve your 
business form problem. THE BALTIMORE BusINEss Forms Co., 
Dept. A, 3142 Frederick Ave., Baltimore 29, Md. 


The Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 





—S— 
COUNTER —= 


(ne carbon required) Electric Pushbutton 


(Circle 413 for more information) 
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HOW TO RUN A BRAINSTORM 


] Select the problem 

The problem must be clearly understandable and subject to solution by 
human ideas. For example, ‘How to improve sales’ for a company with 
35 product lines is impractical because it is too broad. A practical sub- 
stitute would be “How to improve sales of our new industrial products.” 
Problems can deal with any phase of the business operation. 


2 Select the brainstormers 

Anybody can be a brainstormer. But, persons dealing with the problem 
to be discussed on a day-to-day basis have a distinct edge. Individual 
creativity helps. It is a good idea to spot creative people in the group to 
act as catalysts. The panel leader should be stimulating, uninhibited, and 
know how to handle people. 


3 Provide the right environment 

Give the group coffee or food. Help them relax with a few jokes. The 
room itself should be small and private. Small homogeneous groups op- 
erate better in this relaxed atmosphere. A round table is desirable to 
get the participants in a face-to-face situation. 


4 Provide the proper tools 

Make sure each panelist has a pencil and a pad of paper. Writing helps 
retain ideas. Provide the panel leader with an instrument to halt ‘killer 
phrases.” This could be a bell, gavel, or buzzer. A stenographer or tape 
recorder is necessary to get everything transcribed. Don't miss a word. 
The wheat can be cut from the chaff later. 


5 Follow up 

This is the most important part of the session. See that ideas are talked 
over. Implementing them is Management's option, but make sure Man- 
agement takes a good look at them. A mimeograph listing of results is a 
good method of getting wide distribution. 


FROM THIS POINT ON IT’S UP TO YOU 





sion, decided to apply brainstorming to 
develop new techniques of lowering the 
percentage of dialing errors. He selected 
for the job a group of 30 customer in- 
structors and their 25 regional super- 
visors, all of whom had at least five 
years of service with the company. 

A luncheon was organized at the Es- 
sex House, a New York hotel, by Max 
O. Clason, Division Traffic Engineer. 
To accomplish the brainstorming, Cla- 
son requisitioned only a dozen ordi- 
nary paper pads and a suitable number 
of pencils. After the lunch was finished, 
he passed out the pencils and pads to 


the various tables, selected a scribe at 
each of the tables and explained the 
problem and brainstorming technique. 

In the 15-minute session which fol- 
lowed, slightly more than 100 sugges- 
tions were recorded. ‘These were tabu- 
lated and prepared for discussion by 
executives at division headquarters. A 
short time later, several of the sugges- 
tions were put into operation. 


The Technique 

Some of the brainstorming proce- 
dures omitted by Clason included the 
warm-up session, and the use of a cow- 


MANAGEMENT METHODS 











Built-In 
POCKET 


continuous forms 


or unit sets 


TAPE 


At Hand 














SAVES COSTLY TIME, 

filing and finding 

PREVENTS LOST, misfiled 

or damaged tapes 

MAKES FORM AND TAPE 

a complete identified unit 
POCKETS made to fit !.D.P. 
TAPE or PUNCHED CARDS 
POSITIONED on the back of any 
desired copy of LITHOSTRIP 
Continuous Forms or LITHOSET 
Unit Form Sets. 


WRITE TODAY for DETAILS and 
FREE SAMPLES of POCKET FORMS 


$00 BITTNER ST 


ST. LOUIS 15. MO 


(Circle 411 for more information) 
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bell, buzzer, or similar mechanism to 
prevent “killer phrases. 
leader did not use an “ice breaker’ of 
introductory statement by each partici- 
pant. Also, both supervisors and em- 
ployees participated in a number of 


The panel 


simultaneous sessions. 

The results were gratifying, how- 
ever. At least six suggestions were used. 
These included car card advertising, 
the emphasis of foreign language ad- 
vertising, roving teams of instructors 
in the various neighborhoods where er- 
rors were more frequent, a program of 
instruction for each new customer, and 
a special mechanical device to test dial- 
ing procedures. 

Statistical records of dialing errors 
in one test district revealed startling 
improvement. During the first three 
months of 1955—before the brain- 
stormed suggestions were implemented, 
the percentiles were 1.9—2.1—2.0. In 
April, it was again 2.0. Thereafter, it 
dropped and stayed at a lower level. 
Beginning in May, and continuing 
through December, the figures were 
1.8—1.7—1.5—1.6—1.7—1.8—1.8. 

Company officials have no way of in- 
terpreting this improvement into ac- 
tual cash savings but estimate the figure 
to be considerably more than $100,000. 
They credit the ideas provided by 
brainstorming for these results. 


Who uses brainstorming 

Many leading firms have used brain- 
storming to solve a variety of business 
For 
problems were tackled by the foremen 
of the U.S. Rubber Company’s plant at 
Naugatuck, Conn., in a creative think- 
ing session. The Bristol-Myers Com- 


problems. example, production 


pany used the technique to develop 
new ideas for promoting products. ‘The 
Christmas Club, a thrift plan, used 
brainstorming to think up new ways to 
get banks to adopt their program. The 
Ethyl Corporation used it to get new 
ideas on an employee benefit booklet. 
It was used by United States Steel to 
attack administrative problems. 

One of the most extensive programs, 
naturally, has taken place in Mr. Os- 
born’s own firm. The agency 
hundreds of 


has run 
brainstorming sessions 


since it was first introduced 17 years 
ago. Last year, 28 sessions were held for 
clients which produced more than 10,- 


000 new ideas. m/m 





Devil what to d 
about the 


AUTOMATIC OFFICE 


You can get expert guid- | | 
ance—save time, money, and 
manpower—by participating 
in any of the seminars listed 
below. Emphasis is on “prac- 
tical solutions” presented in 
orderly fashion. 


“INTRODUCTION to ELECTRONICS” 
for members of  Elec- 
tronic Evaluation Commit- 
tees and others who want 
practical up to date knowl- 
edge. 


“E D P CASE STUDIES” 


—-for top administrators 


“OFFICE MECHANIZATION” 

and kindred subjects or- 
ganized to keep you ahead 
of the times. 


HURSLEY MANAGEMENT 
SEMINARS 
Box 19, Route 4, Baltimore 27 


(Phone: Elkridge, Maryland 1154) 
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help 
work flow * 
smoother (i | 





METAL DESK TRAYS 


Streamliner desk trays incorporate every 
possible feature for maximum convenience 
plus modern styling, functional design, and 
color harmony. Trays may be rigidly stacked 
to any desired height. See your G/W Dealer. 


GioesBe 


Ween TS 88 





Cincinnati 12, Ohio 
(Circle 438 for more information) 





Shows how to profit 
at every stage of 


ELECTRONIC 
OFFICE 
OPERATIONS 


WoORK<S 





»H OP 


FOR 


the all 


MANAGEMENT 
new 1956 


edition 


WORKSHOP FOR MANAGEMENT 
Use this new book to see how 
more than thirty top executives 
and management consultants 
save time, money, and personnel 
with electronic office systems. 


Each method, each application 
has been proved in practice. You 
learn exactly how to get the re- 
sults—how to eliminate the mis- 
takes that other companies ex- 
perience in their own electronic 
office operations. 





From “giant brains” to the 
smaller electronic systems — 
WORKSHOP FOR MANAGE- 
MENT gives you ready-to-use 
information that gets most ef- 
fective use from_ electronic 
equipment like UNIVAC, BIZ- 
MAC, IBM 650, and the BUR- 
ROUGHS E101. 


Partial Listing of Contents 

% How to get maximum savings 
with electronic office equipment 

*% How to organize your company 
for an electronics operation 

% How to speed up effective use of 
electronic office procedure 

*% What to expect in performance 
from electronic office systems 

% How to staff for electronic office 
operations 

% How to solve the personnel 
problems involved in using of- 
fice electronics 


SEND FOR YOUR FREE 
EXAMINATION COPY TODAY 


Use coupon below or order card 
bound in this issue 


MANAGEMENT PUBLISHING CORP. 
Suite A-18, 22 West Putnam Avenue, 
Greenwich, Connecticut 
Please send me, for a 5 day FREE 
EXAMINATION, a copy of ‘‘Worksho 
for Management.” Within 5 days I will 
either send payment for $19, or return 

the book without obligation. 














LEARN TO APPLY 


ELECTRONIC COMPUTERS | 


IN BUSINESS 


Electronic Computers are processing 
more and more accounting func- 
tions daily. New Systems and Pro- 
cedures are required. Are you pre- 
pared to gain from the opporiuni- 
ties offered in this new field? 


BUSINESS ELECTRONICS 


can help you prepare with a Home 
Study Course designed to teach 
PROGRAMMING FOR BUSINESS 
COMPUTERS. BE's workshop meth- 
od gives you practical exper ence 
in programming business problems 
such as Payrolls, Accounts Receiv- 
able, Inventory, etc. 


Write today for free details. 


BUSINESS ELECTRONICS INC. 


Division of Education 


Box 3330 Rincon Annex 


San Francisco, Calif. 





Se . J 


(Circle 416 for more information) 








How To Get Things Done 
Better And Faster 





BOARDMASTER VISUAL CONTROL 

vv Gives Graphic Picture — Saves Time, Saves 
Money, Prevents Errors 

v Simple to operate — Type or write on 
Cards, Snap in Grooves 

vv Ideal for Production, Traffic, 
Scheduling, Sales, Etc. 

vy Made of Metal Compact and Attractive. 
Over 60,000 in Use 


Full price $4950 with cards 


24-PAGE BOOKLET NO. M-200 
FREE Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 


(Circle 439 for more information) 





Inventory, 

















EDITOR’S NOTE: Many of us think of 
“linear programming” as a mystery con- 
cerned mainly with digital computers and 
complicated mathematical formulas. Linear 
programming is simply a set of computa- 
tional rules which determine the most ef- 
ficient budgeting—the optimum allocation. 
This article details a hypothetical inven- 
tory problem solved with a simple form of 
linear programming. 


uum lt cosis money to carry 
inventory and it costs money to place 
orders. Just how much each costs is 
a matter of individual company study. 
No matter wha the figure, it will save 
money if you can decrease one without 
increasing the other. 

Let’s set up a hypothetical problem 
which will illustrate a method of deter- 
mining the minimum order placement 
for an optimum inventory system. As- 
sume the case of a $64,000 inventory, 
consisting of only 16 items. Since it’s 
our purpose to demonstrate only a 
principle, the actual figures aren’t really 
very important. 

Give this problem to your inventory 
control or purchasing department and 


A case of simple linear 


Practical solutions in Order Placement for minimum inventory 


sce if they can give you the answer. 


Stockroom ‘‘A" has 16 items in stock 
with a total usage of $628,000 a year. 
Usage of each item is regular and non- 
seasonal, so the average inventory of any 
item is one-half the size of the average 
order. (An order comes in, is used up; the 
next comes in, is used up; etc. The aver- 
age inventory is one-half the order size.) 
The Supervisor of Stockroom '‘A”’ is limited 
to placing 64 orders a year, not more 
than one item per order. Can he limit his 


average inventory to $64,000? 


There is just one combination of 


orders that will accomplish this goal; 
and, there is no combination of 64 or- 
ders which will result in as little as $1 
less. The answer is easy to get and the 
principle can be applied to practical 
inventories of all kinds. 

‘Table 
1. Your first try might be to place four 


Your inventory is shown in 
orders per year for each item. ‘That 
would add up to 64. Let’s see what kind 
of an answer you'd get, as shown in 
Table 2. It’s obvious that by quarterly 
buying, you missed your $64,000 goal 


by $14,500—a substantial 22.79%. Try 
some other arrangements. The answer 
does not have tractional orders per year, 
just to make it easier. There is only one 
combination of orders, and it is shown 
in Table 3. 

Belore I show you how it is done, 
let me point out that there are very 
practical applications of the principle 
in most inventories. 

For any given inventory, there is a 
minimum average inventory for any 
given number ot orders. The answer 
comes from the application of the sta- 
tistical fact that is embodied in almost 
all economic lot size formulas. 

Minimum inventory is accomplished 
when order rate is a function of the 
square root of annual usage in dollars. 
That may sound complicated, but it 
really isn’t. Let’s see how it works. 

1. ‘Take the square root of each of 
your annual usages in dollars as shown 
in Table 4. 

2. Divide the 


roots, 2862.3, by 


sum of the square 
the desired number 


of orders, 64, and you get a factor 44.7. 








Table 1 
Annual Usage Number of Average 
Item In Doliars Orders per Year Inventory 
1 $ 2,000 
2 32,000 
3 50,000 
4 72,000 
5 50,000 
6 18,000 
z 32,000 
8 98,000 
9 18,000 
10 72,000 
11 8,000 
12 2,000 
13 50,000 
14 18,000 
15 98,000 
16 8,000 
~ $628,000 64 $64,000 





Table 2 

Annual Usage Number of Average 

Item In Dollars Orders per Year Inventory 
1 $ 2,000 4 $ 250 

2 32,000 q 4,000 

3 50,000 4 6,250 

+ 72,000 4 9,000 

5 50,000 4 6,250 
6 18,000 4 2.250 

ct 32,000 4 4,000 

8 98,000 4 12,250 

9 18,000 4 2,250 
10 72,000 4 9,000 
11 8,000 4 1,000 
12 2,000 a 250 
13 50,000 4 6,250 
14 18,000 4 2,250 
15 98,000 4 12,250 
16 8,000 4 1,000 
$628,000 64 $78,500 


Table 3 





Annual Usage Number of Average 

Item In Dollars Orders per Year Inventory 
1 $ 2,000 1 $ 1,000 
2 32,000 4 4,000 
3 50,000 5 5,000 
4 72,000 6 6,000 
5 50,000 5 5,000 
6 18,000 3 3,000 
rj 32,000 4 4,000 
8 98,000 rf 7,000 
9 18,000 3 3,000 
10 72,000 6 6,000 
11 8,000 2 2,000 
12 2,000 1 1,000 
13 50,000 5 5,000 
14 18,000 3 3,000 
15 98,000 7 7,000 
16 8,000 2 2,000 
$628,000 64 $64,000 
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p 














Table / 
Annual Usage ‘Annual Usage 
Item in Dollars \ in Dollars 
e 
1 $ 2,000 44.7 
programming ; ‘ss = [Rey 
3 50,000 223.6 
4 72,000 268.3 PREPARATION TIME 
5 50,000 223.6 
By W.E 6 18,000 134.2 | SLASHED O 
y W. Evert Welch 
7 32,000 178.9 e) 
Director of Procurement, Aeronautical Div. 8 98,000 313.1 
Minneapolis-Honeywell Regulator Co. 9 18,000 134.2 
10 72,000 268.3 
11 8,000 89.4 
12 2,000 44.7 
13 50,000 223.6 
3. This factor multiplied by each of 14 18,000 134.2 
— iis a pe. Bic 15 98,000 313.1 
the individual square roots will give 16 8,000 39.4 
you the correct order amount in dollars : 
for each item. See the results in Table 5. — 
tf. Convert this to number of orders — ... - 
Table 5 





er Vear, as shown 1 re » 6 j 
\ is Shown in Table 6. Order Size- 


5. Since average inventory is one- \ Annual Use 44.1 xy AnnualUse 
half order size, determination of Table in Dollars in Dollars | 


a 
os 
© 
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3, is apparent. 1 44.7 $ 2,000 | 
Now what does all of this mean in a : Hie Princess | 
practical application? 4 268.3 12,000 | 
6 223.6 10,000 | 
: 6 134.2 6,000 | 
Assuming a problem 7 178.9 8,000 | 
8 313.1 14,600 | 
Assume you have a good representa- 9 134.2 6,000 
tive sample of an inventory. (Our in- a goed — | 
itial problem could have been such a 49 44.7 2,000 fa task until Colitho Continuous Pre- 
sample.) Assume you know the number 13 223.6 10,000 ; printed Direct Image Paper Plates 
of orders per year you place to get that - pies ame | slashed away 95% of the prep- 
; ‘ : . ’ i j I 
sample. (In our problem we chose the 16 89.4 4.000 aration time: 
number 64.) Take the sum of the square The famed B-47 Stratojet Medium And with Colitho Plates, all chance 
roots of the individual usages (in om Table 6 | Bomber and all the other aircraft of transcription errors and the need 
case 2862.3), divide by the number of sass ——- — pomecety A made by Boeing comprise a stag- for retyping and additional proof- 
orders (64), and get a factor (44.7). — ror-Talate Mm colic] MoLam oXolar Matiliare MLtLCo) reading are completely oniggrs 
Then you can make up a table in the ; : a Pe : the hundreds of thousands. The —_ Uniform, original-looking copies — 
following manner: 3 50,000 10,000 5 maintenance of a Priced Spare in perfect registration—are ob- 
4 72,000 12,000 6 Parts List was a man-hour-devouring tained in any amount desired! 
; 50,000 10,000 5 
Choose a suitable number of usages to : pony 6,000 3 : i ie | 
j i , : This case history demonstrates the economy and efficiency countless 
bracket your inventory in as many steps 7 32,000 8,000 4 | businesses enjoy with Colitho Plates.'We have a collection of othe: 
as you like. Take the square root of each 8 98,000 14,000 7 | factual stories packed with valuable ideas. Just clip coupon for your 
usage, and multiply it by the factor as 9 18,000 6,000 ; copy of “Calithe Idea Fila” 
shown in Table 7. Throw away the center 10 72000 a | 
| d h i tabl 11 8,000 4,000 2 
column, and you have a buying table 12 2,000 2,000 1 | 
which will produce the lowest possible in- 13 50,000 10,000 5 | 
ventory for the number of orders you have 14 18,000 6,000 3 | THE “ONE-WAITE” WAY TO BUN A BUSINESS 
chosen to use. 15 rye yep : | | 
” aad , ee | Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO., Inc. | 
Your table isn’t likely to look like 64 | 594 Herb Hill Road, Glen Cove, N. Y. l 
Table 3. There aren’t many inventories Table 7 l Okay, rush the Colitho Idea File. 
: ri € 4 ~~ 
$64,000 tie in 16 items. Note par- : : x 
of $64, tie d up In 16 items. Note pa Anneal Usage inanal Weare l 
ticularly that in our example, the same in Dollars \ in Dollars Order Name l 
stock bought quarterly, created an in- $ 2,000 44.7 $ 2,000 | 
ventory of $78,500 (Table 2). Buying by 8,000 89.4 4,000 | Company | 
: i eel $64.000 with. 18,000 134.2 6,000 | 
your table reduced it to $64,000 with $2,000 peta 8,000 | Pear? 
out issuing one extra purchase order. 50,000 223.6 10,000 | | 
You can do the same thing in your own 72,000 268.3 12,000 | City — State | 
inventory system. m/m 98,000 $13.1 “a Bm ee we we, ls es ee ee ee ce se ee ee eee 
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A Rudd-Melikian coffee dispenser is the solu- 
tion to the coffee-break problem in any plant 
or office. It serves Kwik-Kafé coffee—100% 
pure, fresh-frozen, delicious; also hot choco- 
late and a variety of other beverages. Regular 


servicing by your local Kwik-Kafé dealer. 
Check with him for full details—he’s listed in 
your telephone directory—or write direct to us. 


RUDD-MELIKIAN, INC. QB 
® 


Hatboro, Pa. 
Gentlemen: 

Please send me a copy of booklet 15D explaining how 
to control the coffee-break with R-M dispensers. 


imemuesenntanintrntiaiannl 
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EDITOR’S NOTE: Over a year ago, in 
MANAGEMENT METHODS (January, 
1955), we stated “Human beings are going 
to be displaced in staggering numbers by 
electronic equipment. Productivity will soar 
as white-collar employment and purchasing 
power drops. This economic imbalance 
must be anticipated. It isn’t realistic to say 
that we have gone through one “Industrial 
Revolution” and, after a period of readjust- 
ment, were able to improve the standard of 
living of all people. The effect of electronic 
equipment on our economic life is of the 
same magnitude as the effect of th2 
H-bomb on our military strategy.” The ar- 
ticle below provides a concise statement of 
the problem and a broad blueprint for its 
solution. Released recently by the United 
States. Department of Labor, it appeared 
originally in the Monthly Labor Review 
(June, 1955). 


&& We are entitled to a cautious hope 
that automation may afford a partial 
answer to those who look at the rising 
educational levels in the country and 
ask, “‘What are people going to do 
with all that education when they find 
themselves on the dull and routine jobs 
of American industry?” 


RR RE a |} ) the 
“automation” has more romance than 
meaning. When we try to go behind 
the word itself and describe the kind of 
technological change it represents, we 
quickly come up against complexity 
and vagueness. Nonetheless, there seem 
to be three quite distinct developments 
which together embrace nearly every- 
thing that can be brought under the 
automation rubric. 


ITSELF, word 


1. The linking together of conven- 
tionally separate manufacturing opera- 
tions into lines of continuous produc- 
tion through which the product moves 
“untouched by hands.”’ This 
first development, which depends pri- 
marily on mechanical engineering for 


human 


its adoption, we shall refer to simply as 


integration, a term already in wide use 
in the metalworking industries. 

2. ‘The use of “feedback” control de- 
vices, or servomechanisms, which allow 
individual operations to be performed 
without any necessity for human con- 
With feedback, 
some built-in automatic device for com- 


trol. there is always 
paring the way in which work is actu- 
ally being done with the way in which 
it is supposed to be done and for mak- 
ing, automatically, any adjustments in 
the work process that may be necessary. 
This second development we shall re- 
fer to simply as feedback technology; it 
is dependent primarily not on mechani- 
cal but on electrical engineering know!- 
edge and techniques. 

3. The development of general- and 
special-purpose computing machines 
capable of recording and storing infor- 
mation (usually in the form of num- 
bers), and of performing both simple 
and complex mathematical operations 
on such information. We shall refer to 
this aspect of automation as computer 
technology; it rests primarily on new 
developments in electrical engineering. 


Areas of industrial relations affected 


Some of the ways in which automa- 
tion will affect industrial relations will 
obviously depend on the speed and 
mass with which it strikes the economy. 
It is less likely to come as a tidal wave 
than as a succession of ground swells 
that will reach different industries at 
different times and with quite different 
impacts. Most affected industries will 
probably have quite a bit of time in 
which to think through the labor prob- 
lems will create and to 
plan whatever adjustments may be 
necessary. It is often possible to do 
things over a period of time that could 
not be managed if they had to be done 


automation 


The effect of automation 
on industrial relations 


letting attrition 


work off the surplus labor or retraining 


overnight, such as 
key employees. 
There are also likely to be some ef- 
fects on labor relations which are in- 
dependent of the speed with which au- 
tomation comes; for example, the up- 
erading of the level of skills required in 
the labor force and the reversal of the 


66 It would be silly to pretend that there 
will not be many jobs which automa- 
tion will abolish. Whether or not it 
creates, directly or indirectly, as many 
jobs as it wipes out, no one can know.” 


past trend toward more specialized, 
more routine, and less interesting jobs. 
‘These two examples suggest that auto- 
mation will not confront us solely with 
“problems” in the labor field, but will 
confer some benefits on labor directly, 
as producers, indirectly, as consumers. 

It is important to state quite explic- 
itly that, at this early date, probably no 
one can predict with confidence the 
outcome of specific developments or 
recommend specific solutions to hypo- 
thetical problems. What is needed, and 
what alone seems possible now, is the 
development of a general awareness of 
the kinds of changes and _ problems 
automation is likely to bring. Here, 
then, are some general areas that seem 
likely to be affected by automation: 

1. Automation is likely to permit 
greatly improved working conditions, 
including greater safety and easier 
housekeeping. 

2. Much thinking about incentive 
systems, particularly individual forms 
of piecework, will have to be revised or 
discarded completely. 

3. As some traditional processes and 
factory layouts are changed, the job of 
pinpointing managerial responsibility 
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by George P. Baldwin 

and George P. Shultz 

Industrial Relations Section 
Massachusetts Institute of Technology 


for the performance of specific manu- 


facturing operations may become 


easier; buckpassing depart- 
ments may be more difficult to get away 
with. Foremen are likely to take on in- 


creased responsibility. On the other 


among 


hand, there may well be some forms of 
automation that the other 
way, that is, they may blur the bound- 


will work 


aries of responsibilities now clear. 

4, Training (or perhaps retraining) 
problems will probably require more 
attention than they have since World 
War II. The training problems are 
likely to center on the development of 
new and complex skills for new grades 
of maintenance technicians, with shifts 
in operators’ skills relatively minor. 

5. A marked change in the work- 
content of jobs resulting from automa- 
tion may find expression in three fa- 
miliar forms: (a) Wage structures may 
often require adjustment; (b) the tra- 
ditional jurisdictions of some unions 
may be disturbed; for example, by the 
need to unify mechanical and electrical 


6&4 One outstanding characteristic of au- 
tomation is that it takes time to in- 
stall. . . . And with problems like 
displacement and personal adjustment, 
time, of course, presents a major op- 
portunity that alert and socially re- 
sponsible companies and unions can 
use to good advantage.” 


maintenance 
(c) the internal structure of 
likely to 
changes; in particular, it may be im- 


skills in a new class of 
workers; 
some unions is undergo 
portant for some unions to give special 
recognition to new, small groups of 
highly skilled workers. 

6. Managements and unions, accus- 
tomed to thinking in terms of narrow 


and rigid job classifications, may need 
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DITTO gives you integrated data processing in its simplest and most effi- 
cient form. DITTO integrates, on a single master, instructions and data 
formerly processed in different departments and plants, on different types of 
writing equipment such as typewriters, teletype machines, tabulating ma- 
chines, bookkeeping machines and Flexowriters. From this first writing, 


*How DITTO I. D. P. increases Profits 


1. Construction Engineering com- 5. Electric Products manufacturer 


DITTO produces all copies required for interested personnel. Thus DITTO 
|. D. P. eliminates the many needless writings or typings that slow down, 
and increase the cost of basic procedures such as order-invoice, purchase- 
receiving, production and payroll. You can find no surer way to stop wastes, 
increase earnings and add to your profit dollar. 


Thousands of Companies, Large and Small, Use 
DITTO |. D. P. Because They Can Do All These Things. 


pany saves $30,000 in payroll prepa- 
ration annually. 


2. Rubber Goods manufacturer sim- 
plifies order, billing and back order 
paperwork with savings of $27,000 
yearly. 


3. Chemical Products manufacturer 
saves $18,000 yearly through reduc- 
tion of 10 in clerical personnel. 


4. Wholesale Grocer saves $23,000 
annually, including $15,000 savings in 
truck waiting time alone. 







simplifies manufacturing, shipping 
and billing paperwork with yearly 
saving of $16,000. 

6. Atomizer manufacturer saves 
$12,000 annually in training expense. 
7. Steel Products manufacturer 


saves $16,000 annually in production 
clerical costs. 


8. Air Diffuser manufacturer simpli- 
fies production control with $18,000 
annual savings. 


*Send for complete case histories 
telling how these savings were made. 





Mig 


1. Make up to 300 copies, from a 
single written original, of anything 
typed, hand-written, traced or drawn, 
without need of stencils, mats, type 
or make ready. 


2. Make 100 to 120 copies per minute 
in 1 to 5 colors at once. 


3. Make copies on varying weights of 
paper and card stock and on any 
standard size sheets from 3” x 5” to 
14” x 17”. 


4. Obtain accurate registration, copy 
to copy. 


O Order-Billing 


5. Reuse the same master for succes- 
sive copy runs. 


6. Use the master to run copies at 
one location, then send it to another 
location and run additional copies. 


7. Add new data to master periodi- 
cally for reuse in running cumulative 
reports. 


8. Mask out any material on master 
not required on certain copies. 


9. Reproduce single items from 
master onto unit copies such as labor 
tickets and material requisitions. 


DITTO 


What DITTO Can Do For Others DITTO Can Do For You 


Take this First Step to Increased Paperwcrk Efficiency 
MAIL COUPON FOR FACTS 


DITTO, Incorporated, 2234 W. Harrison St., Chicago 12, Ill. 

DITTO of Canaaa, Ltd., Toronto, Ontario 

DITTO (Britain) Ltd., 126/128 New Kings Road, Fulham, London, S. W. 6, Engiand 

At no cost or obligation, please send me case histories and information on 
how you can save us money, time, and effort with DITTO |. D. P. for: 


0 Production 


0 Purchase-Receiving 











0 Payroll © Inventory Control OO Other 
Name, Position 

| Address 

l City County State 
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do you 
take your 
desk 
home 


nights? 


What do you plan for tonight ? Television? Cards? 

A few laughs with friends... 

the relaxation you've earned? Or WORK ? 

Don’t let a piled-up desk ruin your evening. Slip that 
famous little green disc on SoundScriber during the day. 
Dictate your reports, memos, important paper work 
... you're done! No after-five worry. No health-harming 
midnight oil. 5S o’clock... you're free! 

Want the business peace of mind that lets youdo more, 
work better? Call or write for a demonstration 

or additional information to SoundScriber Corp., 
Dept. B-3, New Haven 9, Conn. Today! 


Only SoundScriber has all these 
time and tension-saving features: 


e On-the-Disc Instructions 

e Two-Arm Flexibility 

e 50% Fewer Motions 

e Adjustable Quick Review 

e Discs played at Standard 33% rpm 

e Three Disc Sizes: Dictating (GO min.), 
Mail Chute (15 min.), Memo (8 min.) 
e Built-in Interview Recording 






NEW! TYCOON 56 


See it now! 
DICTATING EQUIPMENT 
Trade Mork 
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Industry and labor unions should 
join forces to prepare for the changes 
that automation is bringing, Dr. Cledo 
Brunetti of General Mills, Inc., re- 
cently told the Congressional commit- 
tee holding hearings on the effects of 
automation on the national economy. 

He recommended a six-point course 
of action for preventing, or minimiz- 
ing the short-term dislocations which 
occur in industries where the workers 
were not prepared for the changes 
wrought by automation. 

l. New jobs created by automation 
must be defined. 

Z. Industry and unions must jointly 

inform the worker of these new 

job opportunities. 


to broaden the scope of those classifi- 
cations somewhat. The same thing ap- 
plies to thinking about seniority units. 

7. Finally, there is the employment 
effect. The anxiety and fear which stem 
from uncertainty concerning how em- 
ployment will be affected by automa- 
tion give rise to the most difficult prob- 
lems of all. It is hardly surprising that 
union newspapers and current contract 
demands often’ reflect these fears, 
though it is worth noting that most 
unions seem to be approaching auto- 
mation without hysteria and with a de- 
sire to plan intelligently for what may 
lie ahead. We cannot shrug off people’s 
fears of being left stranded, of having 
no alternative job or the time and 
money to find one in the event of lay- 
off; we cannot down these fears by ci- 
ting the virtues of technological prog- 
ress, labor mobility, and individualism. 
Automation seems sure to bring with 
it increased emphasis on means of cush- 
ioning the shock to the worker who is 
displaced, and of retraining him to a 
useful and satisfying role in our society. 

Each of the areas noted above de- 
serves careful consideration by man- 
agements and unions; and each is 
worthy of considerably more academic 


HOW TO 


REDUCE THE SHOCK OF 


3. The worker must be informed in 
advance that the initiative to ob- 
tain new basic skills must come 
from him. 

4. Educational facilities must be ex- 
panded and reoriented to meet 
the new requirements. 

5. Industry must train workers to 
operate the specific automatic 
machinery installed. 

6. Procedures must be set up by in- 
dustry to properly evaluate the 
new skills. 

Dr. Brunetti, who is director of re- 
search and development for his firm’s 
Mechanical Division, gave specific 
examples of the types and numbers of 
new jobs resulting from automation 
in the electronics industry. These in- 


research than has been done up to now. 


Of course, in many respects the prob- 
lems are entirely familiar and there is 
already at hand a large body of re- 
search and experience for use as a guide 
in working them out. As one experi- 
enced union leader remarked, “Auto- 
mation? It may look new to the engi- 
neers but, to me, it’s an old story. Back 
in the thirties we called it technologi- 
cal change.’ But, while broadly famil- 
iar, the problems associated with auto- 
mation do bring some new twists, some 
new dimensions for consideration. We 
propose to look briefly at three areas, 
using as a basis for the discussion what 
we have gleaned from the limited pub- 
lished information available and our 
own observations. The areas we have 
selected are these: (1) the effects on the 
abilities required of the labor force, 
(2) the effects on rigidly defined job 
classifications and seniority units, and 
(3) the problem of displacement. 
Abilities required of the labor force 
What will be the impact of automa- 
tion on the abilities required of the la- 
bor force? Will it leave us with a pre- 
dominance of dull, routinized jobs, in 
which people are forced to conform to 
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EMPLOYEE DISPLACEMENT 


cluded: automatic machine operators, 
electronic test operators, machine 
maintenance mechanics, electronic 
technicians, key-punch operators, com- 
puter programmers, instrument me- 
chanics, electromechanical technicians, 
and many others. 

Using the “Autofab” electronic as- 
sembly machine developed by General 
Mills as an example, he showed that, 
although fewer workers were needed 
for automatic assembly than for hand 
assembly, increased production — be- 
cause of the machine brings total em- 
ployment up instead of down. In ad- 
dition, it creates additional new jobs 
in the distribution and automatic ma- 





chine producing industries. 





the dictates of the machine? Or is it 
more likely to open up jobs with 
ereater intellectual challenge and to 
raise the skill-of the labor force? 

Any discussion of job mix is, of 
course, a discussion of proportions, of 
the relative weights of managerial, pro- 
fessional, skilled, semiskilled, and_la- 
boring jobs. Generally, automation ap- 
pears to bring about a change in the 
mix, so that the resulting weights tend 
to emphasize the former, more highly 
skilled rather than the latter, less 
skilled types of occupations. We have 
observed this upgrading effect in a lim- 
ited number of cases, but the conclu- 
sion must rest more on a priori reason- 
ing than on statistical grounds. It seems 
reasonable to expect that the ratio of 
managers to employees will increase, 
in view of the increased value of the 
equipment for which an_ individual 
manager would become _ responsible, 
and of the increased proportion of the 
total work process inevitably brought 
under the supervision of one man. The 
value and complexity of the equipment 
similarly indicate a need for a higher 
proportion of engineers and, especially 
in the case of the electronic feedback 
and computer technologies, give rise to 
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BOULEVARD VARIETIES #2 
MRS ANNE BAKER 
257 BOULEVARD 
ANYWHERE USA 


BOULEVARD STORES INC 
3005 PIEDMONT BLVD 
ANYTOWN 19 

ANY STATE USA 












INSIDE DISTRIBUTION 
OF ORDER FORM 


At your fingertips...the vital facts about a 
customer on one self-writing record 


A typical Addressograph approach to 
a repetitive writing problem 


The Addressograph plate stores basic information about each cus- 
tomer—is always ready to write all or any part—on any desired 
form. Addressograph methods simplify routines for processing orders 
and related records. Paperwork gets done faster, at lower cost— 
and with 100% accuracy. You save time and money—customers 
get better service. 


Similar Addressograph benefits apply to any procedure in which 
the same information must be written over and over again—in pay- 


roll, personnel and accounting departments—for production, stores- 
keeping and shipping activities—and in sales promotion and adver- 
tising programs. 


Any business can save through Addressograph mechanization. 
Some models are priced at less than $100. Specialized machines 
offer complete “automation” on repetitive writing, accounting and 
statistical procedures. 


May we show you how Addressograph methods can be applied 
profitably in your business. Write Methods Department, Addresso- 
graph-Multigraph Corporation, Cleveland 17, Ohio — Production 
Machines for Business Records*. 


A ddressograph-Mul tigraph 


Ta toed Ol —  — 1 1 hh — | 





© 1956 A-M Corporation 


*Trade-Marks 


SERVING SMALL BUSINESS — BIG BUSINESS — EVERY BUSINESS 
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e SALES ORDER 
PREPARATION TIME 
REDUCED 


tia GREATLY INCREASED 


Alcoa 
Sales Office 





Using Flexowriter automatic writing ma- 
chines, Aluminum Company of America 
prepares customer orders with greater 
speed and accuracy. In addition, it means 
up-to-the-minute balancing of orders 
against raw material requirements, inven- 
tories, plant work leads and shipment 
schedules. 

Here’s how it works: An order is re- 
ceived at one of ALCOA’S sales offices 
throughout the country—equipped with 
Flexowriters. The order is typed on the 
which automatically — pro- 
duces a by-product punched paper tape. 
This tape is transmitted to ALCOA’S 
Production Planning Division in Pitts- 
burgh where the order is allocated and 
transmitted to a particular plant. 

Another advantage of Flexowriter is 
that the constant customer data may be 
reproduced automatically at the time the 
order is typed. ALCOA is one of hundreds 
of Flexowriter users in business, in- 
dustry and government, saving time 
by mechanizing their data process- 
ing with Flexowriter punched paper 
tape. Flexowriters are available in 
5, 6, 7, or 8-channel tape and/or 


Flexowriter 


edge-punched card models. Mail 
the coupon ‘now for complete 
information. 


COMMERCIAL CONTROLS CORPORATION 


MM-46 1 Leighton Ave., Rochester 2, N.Y. 


0 Send folio “How Flexowriters Integrate Data Processing.” 


ould like to see a FLEXOWRITER demonstration. 


O We are interested in FLEXOWRITERS for._.......... 


ses 
™ | ee 
Commercial Controls maintains sales 
and service offices in principal cities Address............ 
—listed in classified telephone direc- 
tory under'' Typewriters— Automatic” ee State... 
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e SPEED AND ACCURACY 
IN CUSTOMER SERVICE 








What amounts to a new occupation, that 
of electronic technician. 

In the factory, the new technology 
takes over most readily the materials- 
handling and completely routinized 
machine operations and tends to em- 
phasize, as far as the average plant 
workman is concerned, jobs directed at 
“keeping the process going because we 
just can’t stand downtime.” As one 
plant manager explained, “You can't 
afford to chase all over the factory for a 
maintenance man when something goes 
wrong. He’s got to be right there and 
he’s got to know something about elec- 
trical and hydraulic problems, not just 
the 


maintenance people is likely to increase 


mechanical.” So proportion ol 
as well as the skill required of them. 
This is not to say that all routine or 
jobs will be eliminated or to 
the fact that skilled 
jobs may disappear or become less im- 


heavy 
overlook many 
portant quantitatively. But in terms ol 
over-all proportions, it seems likely that 
automation will have an upgrading ef- 
fect on the job mix in those areas of 
the economy where it is employed. This 
conclusion may be further bolstered by 
reference to the oil and chemical indus- 
tries, where automation has had a rela- 
tively long history already. 

The quantitative impact of automa- 
tion on employment in those areas ol 
our economy where it is used is almost 
impossible to estimate. Obviously, firms 
install the new equipment because it 
helps them reduce costs. While labor 
costs are not the only area of savings 
involved, they are typically a major 
the the 
question, we would expect a reduction 


consideration, so, on face of 
in employment opportunities, given 
some framework of total effective de- 
mand. But it is much easier to identify 
jobs that are being lost to technological 
change than those it is creating. Neg- 
lecting the possibility that greater de- 
mand may result from lower product 
prices, there is the virtual certainty 
that new products will be made tech- 
nically or economically feasible, par- 
ticularly by the feedback control de- 
vices developed. The 
question, then, is at least an open one. 
Neither optimists nor pessimists can 
afford to be too dogmatic about the 


now being 


long-run quantitative effects of auto- 
mation on employment. 
But suppose we assume that the in- 





dustries where automation is used em- 
ploy a smaller and smaller proportion 
of the labor force. Despite a direct ef- 
fect of upgrading on the job mix, there 
might be, 
downgrading effect if the adjustments 


in the over-all picture, a 


that take place are predominantly in 
unskilled occupations or in such areas 
as personal services. ‘hat seems to us 
unlikely, however. It seems as certain 
as any social trend can be that the de- 
mand for professional services, espe- 
cially medical and educational, will in- 
crease rapidly during the next 10 years 
And, with the 
standards of living made possible by 


and_ beyond. higher 


technological advance, the adjustment 


Automation is likely to have its great- 
est immediate impact on office occu- 
pations. In a sense, that is fortunate, 
since it will affect a class of workers 
for whom the blow can be softened 
most easily, namely female employees 
working in large offices.” 


may be made through a continuation 
of present trends toward longer vaca- 
tions, more holidays, and a_ shorter 
workweek. In that event, we may well 
see another long-term trend continued: 
a further reduction in the number of 
unskilled jobs and an increase in em- 
phasis on the more skilled and _ profes- 
sional occupations. 

In short, our guess is that both the 
direct short-run and the indirect longer- 
run effect of automation on employ- 
ment will call for more and not less 
skill on the part of our labor force. We 
are entitled to a cautious hope that au- 
tomation may afford a partial answer to 
those who look at the rising educa- 
tional levels in the country and ask, 
“What are people going to do with all 
that education when they find them- 
selves on the dull and routine jobs of 
American industry?” Mechanization 
may indeed have created many dull and 
routine jobs; automation, however, is 
not an extension but a reversal of this 
trend: it promises to cut out just that 
kind of job and to create others of 
higher skill. 

The training—or the educational job 
implied—will obviously become more 
dificult and more important as the 
speed of innovation increases. Studies 
of the skilled labor force and its recruit- 
ment, training, and movement, such as 
that on electronic technicians recently 
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made by the Bureau of Labor Statistics, 
are given added significance by the 
technological developments we are dis- 
cussing. The same may be said for the 
work of the Bureau of Apprenticeship, 
and of the many opportunities for adult 
education in a wide variety of fields. 
We can expect many of the more alert 
engineering colleges and community 
vocational schools to revise their cur- 
riculums to take account of automa- 
tion. Many company apprenticeship 
programs may be similarly affected. 


Job classifications and seniority units 

A frequently noted characteristic of 
our economy is the tendency toward 
greater and greater specialization of 
tasks. Work has 
into the 


knowledge and of 


typically been organized 
smallest possible units, each one of 
which is a repetitive part of a total 
process and is so small in relation to 
the whole that a sense of identification 
with the total process on the part of the 
person performing the job is almost out 
of the question. In part, this tendency 
has been a result of the developing 
technology. But it is also a result, as we 
all recognize, of the philosophy which 
says, (1) break the work process down 
into the smallest possible components, 
(2) fit jobs into a rigid structure that 
emphasizes the duties and the bound- 
aries of the job rather than its part in 
the process, and (3) put everyone pos- 
sible on an individual or small-group 
incentive system which gears pay to 
output on the particular job. This 
philosophy inevitably has tended to 
the 


more narrow task, giving him positive 


identity individual with an ever 
incentives to restrict his interests and 
no incentive at all to think beyond his 
immediate work environment or to 
place his own performance in the con- 
text of a total operation. This philoso- 
phy also brings with it a tendency to 
think in terms of seniority units as 
rigid and narrow as the job classifica- 
tions in many Cases. 


is likely 


these habits of thought fostered by dis- 


Automation to challenge 


continuous and highly — specialized 
methods of production. From the tech- 
nical point of view, automation ties op- 
erations together physically; in terms of 
systems, engineering, and economics 
alike, automation requires a new way 


of thinking about the flow and control 
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NEWEST TREND IN PAPERWORK SYSTEMS 


Weber stencil for addressing your shipments canbe cut 
as part of your paperwork procedure. Saves clerical 
time and effort. Speeds shipments. 


Before your product can be shipped, paperwork must 
be prepared and containers addressed. Pictured on this 
page are several modern systems for tying the two jobs 
together at substantial savings in clerical time and effort. 


Key to their efficiency is the versatile and inexpensive 
Weber stencil which is cut as a part of your order-invoice 
writing procedure and then used to address your ship- 
ments. It can either be cut as a by-product of your forms 
writing or independently. It can be cut on a typewriter, 
automatic tabulating equipment, Teletype, Flexowriter 





BY-PRODUCT—Weber Tab-On Stencil is tabbed over ship-to 
area of your invoice, bill-of-lading or shipping forms and cut 
as a by-product of the forms writing. In one typing, both ship- 
ment addressing master and forms are prepared with custom- 
er's address. 


INTEGRATED DATA PROCESSING EQUIPMENT, such as Flexowriter (left) and Tele- 
type (right), cut stencils as part of user's paperwork system. Weber stencils can be 
adapted to practically any forms production procedure and add greatly to the use- 
fulness of modern office equipment. 


marking 
systems 


Div. of Weber Addressing Machine Co. Inc. 
Mount Prospect, Illinois 


Creators of systems for addressing and marking 


labels, tags and containers. 
(Circle 482 fe 





automatic writing machine, or with photo copy or spirit 
duplicating masters. Once it has been cut it’s ready to 
address labels, tags or directly on containers using Weber 
hand devices or machines. 


Whatever paperwork procedure you follow, or equip- 
ment you use, you can integrate the Weber stencil and 
eliminate repetitive typing and other manual operations 
in the office and in the shipping department. Investigate 
the advantages of Weber marking systems right away. 
See the coupon below. 





CONTINUOUS STENCILS — Weber Continu-matic stencils, 
mounted in continuous form on marginal punched carrier sheet, 
are cut quickly and easily on typewriter, as well as automatic 
tabulating equipment and other punched-card and tape op- 
erated machines. 





i 





CUSTOMER'S ADDRESS is imprinted di- 
rectly on cartons with Weber stencil at- 
tached to Weber hand device. 


WEBER MARKING SYSTEMS * Dept. 9-D 


* Mount Prospect, Illinois 


[] Please send me information on Weber stencils and how they | 

can simplify our shipping paperwork procedure. i 
( Have your representative call. i 
| Firm Name anita sercesiieiaanianivnistnaathbiasiiaaaliaaaniaboa I 
Individual Tithe___ iets : 
| Street - 5 e See OS | 
| City- 7 “ Zone__ State aia | 
laser coun comm coms cu wo cous cone sus csp cn enh ci tm i lane ut eos Gals laa NUD 
more information) 
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PEIRCE DICTATION 


costs you 
nothing to use 


WITH LIFETIME MAGNETIC BELT 


Your Choice of Dictating, 
Transcribing or Combination 
Machines—On Rental, De- 


ferred Payment or Outright 
Sale. 


Get Complete Details Now 
—clip this to your letterhead. 


Peirce Dictation Systems, Inc. 
5900 Northwest Highway Chicago 31, Ill. 


More Than 200 Dealers in U.S. and Canada 
Peirce Magnetic Belt—Dupont Mylar 





(Circle 464 for more information) 


FACED WITH A 
SPACE. PROBLEM ? 


j YOU CAN “FILE TWICE AS MANY 


RECORDS IN THE SAME SPACE” — 
or The Same Amount of Records 


in Half the Space 


a ee gp belt 


with the 
FILING SYSTEM 


Protected by U.S. Patents 





Visi-Shelf Units are available with doors 
for maximum record protection; without H 
doors where dust protection is not essen- 
tial; or in a combination of both! 


err ew een e@ ww ew ee ee ee —— oe ow ee 
Visi-Shelf File, Inc. MM-4 
105 Reade Street New York 13, N. Y. 
Please send the following: 

File Survey Form 

Manual on Terminal Digit Filing 

Catalog & Name of nearest distributor 


Send for Record Survey 
Form & Terminal Digit 


Filing Manual. 
No Obligation! 


> 
Qa 
Qa. 
= 
© 
ww 
“ 
- 


ae Zone__.-State__.__  ! 


(Cirele 480 for more information) 
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of work—a way of thinking that empha- 
sizes. continuous movement of work 
through a total process rather than the 
stop-and-go progress which is the sum 
of independent operations. 

\lmost as a corollary of the reason- 
ing about the effects on skills of auto- 
mation, it appears that automation will 
necessitate broader thinking about job 
classifications and seniority units. For 
example, when 3 or 4 different types of 
grinding operations, each now repre 
senting a separate job classification, are 
tied together by automation, one man 
will be able to operate the integrated 
grinding line. This man must have a 
generalized knowledge of grinding; and 
his changed, broader job classification 
is likely to carry more pay than any ol 
the old grinding occupations. 

As for seniority, existing contract 
customs may be 


clauses and 


found unsatisfactory in the light of new 


plant 


needs presented by automation. Where 
seniority provisions have arisen from a 
relatively stable operation with long 
established and clearly defined occu- 
pational groups, we suspect that the 
parties will want to change the rules to 
provide for increased job changes and 
transfers of personnel. For example, 
seniority rules that work satisfactorily 
in a plant divided into machining, 
heat-treating, grinding, and assembly 
departments may not make — sense 
within a new department that combines 
all these operations in one integrated 
line; existing rules may also make it 
diffcult to staff a new integrated de- 
partment with those individuals both 
parties agree ought to get the new jobs. 
One management group even suggested 
that seniority standards would under- 
go an evolution stemming directly from 
the need for a more flexible work force. 
In this view, the development of a work 
force willing and able to adapt itself 
to the changing needs of an evolving 
work process would mean more than 
mere application of seniority protec- 
tions to broader units of work. As a 
standard for continued employment, 
“ability to learn” would gradually re- 
place “ability to do” the job. 


The problem of displacement 


It would be silly to pretend that there 
will not be many jobs which automa- 
tion will 


abolish. Whether or not it 


creates, directly or indirectly, as many 


jobs as it wipes out, no one can know. 
Despite the inevitable uncertainty as to 
the speed and scope of automation’s 
impact, this much at least seems cer- 
tain: There is bound to be a new influ- 
ence at work which will strengthen the 
arguments of people who feel that wage 
earners ought not to bear the main 
brunt of technological change. 

Social shock absorbers, such as sever- 
ance pay, the guaranteed annual wage, 
unemployment benefits, careful timing 
of labor-saving innovations to coincide 
with business upswings, and increased 
between manage- 
likely to re- 
automa- 


information-sharing 
ments and unions, seem 


ceive increased attention, as 
tion spreads. If some of these mobility 
benefits add to the employer's cost ol 
technological change, that alone would 
not disturb us greatly. Indeed, it is im 
portant to recognize clearly at least two 
types of costs incurred by the displaced 
worker: (1) loss of income while look- 
ing for a new job; and (2) loss of equi- 
ties built up on the old job in the form 
of seniority, pension rights, vacation 
rights, and so on. While unemployment 
benefits of kind or another are 
clearly a way of approaching the first 
type of loss, the more general adoption 
of the principle of severance pay tor 


one 


people with substantial equities in ex- 
isting jobs may be one appropriate way 
to share some of the initial gains 
involved. In addition, such gain-sharing 
should strengthen the hands of both 
management and union officials as they 
confront the inevitable short-run pres- 
sures that develop whenever jobs are 
eliminated. 

In developing policies to cushion the 
impact of automation, as with any ma- 
jor technological change, the toughest 
situations are not likely to be those in 
which some new machines and equip- 
ment are installed in a given plant; the 
toughest situations are likely to arise 
from competition between new plants 
designed for automation and older 
ones that are not. Sometimes the two 
plants will belong to the same com- 
pany, sometimes not. In cases where 
automation expresses itself as competi- 
tion among two or more firms not un- 
der common ownership, the policies 
appropriate to it seem no different from 
those we would like to see in any com- 
petitive situation. 

But when automation takes the form 
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of changes within a particular firm, 
then managements and unions have 
much greater control over the effects it 
will have and the ways in which these 
will be handled. For one outstanding 
characteristic of automation is that it 
takes time to install. Even after an ex- 
ploratory stage has been completed, 
equipment must be designed and man- 
ufactured, men must be hired or 
trained for new occupations, physical 
installation and transition problems 
must be faced. All this takes time—not 
days or weeks, but many months or 
years. And with problems like displace- 
ment and personal adjustment, time, 
ot course, presents a major opportunity 
that alert and socially responsible com- 
panies and unions can use to good ad- 
vantage. Social responsibility would 
mean telling new employees that their 
jobs were temporary, retraining old em- 
ployees who have the requisite ability, 
permitting those near retirement to 
claim pension benefits, and so on. 

Automation is likely to have its 
greatest immediate impact on office oc- 
cupations. In a sense, that is fortunate, 
since it will affect a class of workers for 
whom the blow can be softened most 
easily, namely female employees work- 
ing in large offices. Not only is turnover 
markedly higher among female clerical 
employees, but the demand for them in 
recent years has been high in almost all 
labor markets. 

One further point to be made here is 
both obvious and obviously too im- 
portant not to mention. In considering 
the problem of the displaced and un- 
employed worker, it is not so important 
to ask why he lost his old job as how 
much trouble he has in getting a new 
one, and what kind of new one he gets. 
This brings to the fore the educational 
and retraining problems already men- 
tioned. But even more, it serves to em- 
phasize, for an era of marked if not 
revolutionary change, the importance 
of government economic policy directed 
toward the maintenance of “full em- 
ployment.” Change the level of unem 
ployment by a few percentage points, 
and the problem of displacement 
changes from a relatively manageable 
question of adjustment to a social ca 
tastrophe of alarming proportions, in 
which orderly technological progress 
becomes impossible. m/m 
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Walional Accounting Machines save us $32,290 
a year...return 74% annually on our investment!” 


—JACOBSEN MANUFACTURING CO., Racine Wisconsin 


“National Accounting Machines save us “Our use of National Accounting Ma 
2.2 j : : 
$32,290 a year — repaying 74% annually chines to control Sales Analysis, Accounts 
on i 
our investment. Receivable, Accounts Payable and Payroll 


Our business is seasonal and highly for Jacobsen Manufacturing Company and 
competitive —a combination requiring its subsidiaries has contributed much to 


the most versatile accounting equipment the success of our operations.” 
available. Our flexible and efficient Na- , 


tionals have met this demand. They enable 
our operators to keep ahead of schedule. 


Peak work periods are eliminated. Current a Lo 


accounting details are always available. 





President 


THE NATIONAL CASH REGISTER COMPANY, varron 9, ox10 
989 OFFICES IN 94 COUNTRIES 


(Circle 458 for more information) 


; In your business, too, National ma- 
; chines will pay for themselves with 
' the money they save, then continue 
y Savings as annual profit. Your near- 
1 45y National man will gladly show 
1 how much you can save—and why 
! your operators will be happier. 
1 (See yellow pages of your phone 
; book, or write to us at Dayton 
' 9, Ohio.) 
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in every dial intercom phone! 


~iYe 


Imagine being able to pick up your telephone at any time 
and dictate anything that you can dictate to a private 
secretary! 

That’s the around-the-clock extra convenience of the 
Federal dial intercom system...the modern system for 
automatic and private communication between executives 
and employees . . . in offices, stores, plants and institutions. 
This dictation facility, with automatic control of remotely 
located recorders, can easily be linked to Federal dial 
equipment whenever desired. 

Nineteen dial telephone equipment factories of the 
world-wide International Telephone and Telegraph 
Corporation have contributed to the development of the 
Federal system ... bringing together the finest techniques 
of IT«T-installed dial systems in 52 countries... the vast 
know-how that IT«T has gained from decades of operat- 
ing nation-wide telephone networks. 

This outstandingly versatile intercom system provides 
dial exchanges of 10, 25, and 50 to 1000 or more stations 
... dependable in every way, because every feature has 
been “Certified by a World of Research!” 


FEDERAL TELEPHONY—“‘CERTIFIED BY A WORLD OF RESEARCH" 


How to have a 24-hour secretary 


“yw 


A DIVISION OF 





Federal Telephone and Radio Company 
A Division of INTERNATIONAL TELEPHONE AND TELEGRAPH CORPORATION 
100 KINGSLAND ROAD « CLIFTON, NEW JERSEY 


in Canada: Standard Telephones and Cables Mfg. Co. (Canada) Ltd., Montreal, P. Q. 
Export Distributors: International Standard Electric Corp., 67 Broad St., New York 


(Circle 435 for more information) 
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BOOKS FOR MANAGEMENT 





Safety in Industry 


This British volume presents a good 
basic background for a subject that 
needs continuing emphasis. It is dl- 
vided into nine pertinent sections 
which deal with dust and fume control, 
rotating machine’ problems, press 
guards, industrial skin conditions, eye 
accidents, ionising radiation, protective 
clothing, lighting, and flooring. Pro- 
fusely illustrated with 70 photographs 
and a number of charts and diagrams, 
this book combines a readable stvle 
with semi-scientific material. 

D. I. MACFARANE, Philosophical Library, 
Inc., 15 E. 40th St., New York, N.Y. 71 
Pages. $6.00. 


The Inventories 


This paper-bound volume presents tull 
descriptions of the “‘first in-first out” 
(Fi-Fo), “last in-first out” (Li-Fo), and 
the “Retail” methods of inventorying. 
The final section is devoted to a full 
account of inventory taking proced- 
ures. It is illustrated throughout with 
samples of inventory forms. 

FREDERICK STAPLES, C.P.A. The Count- 
ing House Publishing Co., Thiensville, 
Wisc. 114 Pages. $2.00. 


Developing Management Ability 


If your management problem can be 
put in the form of a question, then you 
will probably find the answer among 
the 600 questions and answers in this 
volume. Drawn from the experience of 
the two authors in the field of Manage- 
ment Development, these questions rep- 
resent the most recurring queries. 
They are divided into five parts: Intro- 
duction to Development, Methods of 
Development, ‘Types of Development, 
Organizing and Operating Develop- 
ment, and Evaluation. 

EARL G. PLANTY, J. THOMAS FREESTON, 
The Ronald Press, 15 E. 26th St., New 
York 10, N. Y. 446 Pages. $7.00. 
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NOW 
VISUALIZATION MADE EASY 
AND INEXPENSIVE BY CHART-PAK 





Tapes, Templates, Boards... 


everything for graphs, charts, presen- 
tations, office and plant layouts, or- 
é ganization charts—all from one source. 


Everything —tapes, labels, work boards, 
office and plant equipment templates, 
pictographs, and tools are all available 
from Chart-Pak. Everything has pressure 
sensitive adhesive backing so that it can 
be fixed with a touch, removed and re- 
placed easily. All can be reproduced by 
any standard method. 

i You can get tapes—opaque and trans- 
parent—from 1/32” to 2’ wide—in 14 
colors—over 60 printed patterns and 
designs. 

There’s also a wide assortment of office 
templates, form and flow symbols and 
pictographs. 





There are plastic reusable work boards 
in transparent and opaque plastics, with 
printed reproducible or non-reproducible 
grids to aid in laying out the material. 


@® 3200 


For further information, » 


al 


ge 
PAK!) and free samples write today. wen 


ax 





Ww 





/ a a SD CE SD SD GEREND D OD SEND OE cD cD tn Wa 
CHART-PAK, INC. l 
96D Lincoln Ave., Stamford, Conn. 1 
Please send information and free samples. | 
I’m interested in: i 
0 Graphic Charts (10 Office Layouts \ 
(J Organization Charts [1] Flow Charts | 
Plant Layouts i 
I 
I 
1 
i 
1 
I 
f 
| 


The Versatile << 
Draftsman 


| ee —s 
a 
ADDRESS 


S|) a | ee 
Please give the name of the local supplier 
from whom you would like to buy Chart- 
eS SS eee 
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MANAGEMENT 
DEVELOPMENT 


“packaged program 
offered without charge 


es One of the nation’s largest life 
insurance companies is offering to American 
management, without charge, a complete pro- 
gram of executive training and development. 
This is done in an effort to overcome what the 
company terms “lack of initiative and leadership 
among supervisory management today. 

According to H. Bruce Palmer, president of 
Mutual Benefit Life, the training program is de- 
signed to make people want to develop the quali- 
ties to handle increased responsibilities. 

The program begins with an orientation ses- 
sion consisting of a film presentation. The 
follow-up is a series of seven one-hour training 
sessions on teamwork, planning, integrity, craft- 
manship, leadership, and 
strengthening management skills. ‘The course“ is 
conducted by a group leader using film sequences 
and training aids and booklets supplied by Mu- 
tual Benefit Life. A well prepared and complete 
Conference Leader’s Guide makes it possible for 
a staff member of a using company to present 
the program with a minimum of preparation. 

One outstanding feature of the course is a sec- 


communications, 


tion on financial planning for the individual. This 
section shows the importance of planning for 
future security and describes the various savings 
and investment media available to the individ- 
ual for providing this security for himself and 
his family. 

The new program has been so designed that 
it can be used in its entirety, or be integrated 
into existing training programs. It is equally ap- 
plicable to large or small companies. It was pre- 
pared with the help and counsel of leading 
management experts after two nation-wide sur- 
veys of leading companies named lack of initiative 
and leadership among supervisory management 
as their most important problem. One of these 
surveys also brought out the need for individual 
financial planning. The entire program will be 
made available without charge on a nation-wide 
basis by Mutual Benefit’s large force of general 
agents serving the 48 states. 

For more information on this free program, 


> 


circle number 533 on the Reader Service Card. 
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Have you heard about Stromberg- 
Carlson’s Plan for Leasing paging 
and inter-communication systems? 


“Management” says one counsellor, “is the process 
of getting things done through people.” Certainly 
one of Management’s prime aids is fast, efficient 
communication. 

That’s our specialty. We make communication sys- 
tems as simple as a 6-line telephone intercom and as 
complex as a metropolitan auditorium installation. 
And our local representatives custom-tailor every 
job to the specific needs involved. 

What’s more—we do this on a long-term lease—so 
that even a firm with every penny of capital budget 
spent can still have the most modern sound system. 

The coupon below is well worth sending. 


STROMBERC-CARLSON COMPANY 


a Oivist On OF CENERAL OYNAMICS CORPORATION 


1703 University Avenue, Rochester 3, New York 


I understand I can have a free survey of our prem- 
ises made and specifications proposed for a paging 
andjor intercom system without any obligation at 
all. Please have a representative call. 

COMPANY 


ADDRESS 
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THE 
STURGIS 


1400-G 


Has a high hack jor the man 
who likes to be up to his 


shoulders in comfort 
POSTURE 
CHAIRS 


THE STURGIS POSTURE CHAIR COMPANY 
Sturgis, Michigan 


al 
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Save Time, Money 
Eliminate Torn And 
Damaged Correspondence 





SYVTRON 





ENVELOPE 
JOGGERS 


Speed office procedure with a 
Syntron Jogger that automati- 
cally loosens and aligns contents 
of envelopes in seconds for fast, 
clean opening by manual or ma- 
chine methods. Electromagnetic 

no wearing parts. Low main- 
tenance. 


Write for complete catalogue—F REE 


SYNTRON COMPANY 











592 Lexington Ave. Homer City, Penna. 
(Circle 476 for more information) 
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Here, in ten minutes’ read- 
ing time, is a provocative exploration 
of motivation research — the new psycho- 
logical and sociological approach which 
may eventually give management the 
answers to some of its thorniest marketing 
problems. 


Editor's Note: 


es | ately there has been 
a great surge of interest in motivation 
if it were something 
strange and powerful, like one of the 
Actually, of 


research — as 


mystery-drug discoveries. 


course, astute have al- 
ways realized that they must take their 


customers’ attitudes into account; and 


managements 


that the better they understood the 
people who make up their markets, the 
more effective their promotional en- 
deavors would be. Also, many of the 
techniques associated with this “new” 
research were anticipated years ago. 

There is, however, something differ- 
ent about the present development 
not just a matter of increased emphasis, 
but the beginnings of an altogether 
fresh approach. 


Increased emphasis 


Emphasis there is, in plenty. It shows 
itself in the almost fantastic degree to 


which many managements have sud- 


denly become concerned with what 


goes on in the minds of those who buy 
their products. This has gone so far 
that in some quarters there has been a 


How fo discover What makes the 
buy 


tendency to miss certain practical facts: 

(1) That some goods are bought 
primarily on the rational basis of 
price, quality, and service, rather 
than in terms of individual feelings, 
aspirations, prejudices, and fears— 
though there is always some of the 
personal element present, even in the 
case of industrial buying. 

(2) That 
through the channels of trade is a 


moving a _ product 
complex process, and sales success de- 
pends on a lot more than what is in- 
volved just at the ultimate point 
where the purchase is made. 

(3) That the importance of what 
consumers think, or can be led to 
think, varies according to the product 
and the appropriate marketing strat- 
egy—ranging from being extremely 
crucial where the product competes 
for the mass market through eye- 
appeal and advertising, to being of 
only minor effect where there is a 
small group of large users with well- 
defined needs who can _ best’ be 

reached through direct salesmen. 

At the same time, it is a sound trend 
to pay increasing attention to motiva- 
tion. Many managements, who think 
they know, are actually in the dark as 
to how their products are regarded by 
Yet 
they go ahead making decisions on 


present and potential customers. 


product design, packaging, pricing, and 
promotion which entail large sums of 


money and, in some cases, determine 
the success or failure of the enterprise. 

A certain amount of hit-or-miss, trial- 
and-error tactics is inevitable. Consum- 
ers are individual human beings. As 
such, they, themselves, do not always 
know why they do what they do; they 
are all different from one another; and 
even the same people vary in their feel- 
ings from time to time. 

Thus, the readers of a serious busi- 
ness magazine may think they subscribe 
to it because it is thorough or authori- 
tative, whereas they really take it be- 
cause it makes them feel important. 
Some people will say they like a brand 
of beer because it is “dry,” though they 
actually prefer it because it makes them 
feel sporty; while others will say they 
dislike the same 
“not dry,” 


brand because it is 
the underlying reason being 
that they associate it with the lower- 
class social events, and so on. 

Obviously, in making decisions on 
the basis of factors that are inherently 
slippery and intangible, there is all the 
more need for any kind of information 
that will add some degree of definite- 
ness. Moreover, where 
consumer motivation is crucial will find 
that being even a little closer to the 
target produce clear-cut 
tages in the sales picture. 


any Ce yM pany 


can 


advan- 


Fresh approach 


But it is the approach, rather than 
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the emphasis, that affords the biggest 
opportunity for progress. The signifi- 
cance lies in the nature of the effort 
being made: to penetrate to a deeper, 
less conscious layer of consumer think- 
ing, where the real motivations for buy- 
ing this or that product may lie un- 
recognized, in contrast to the logical- 
sounding reasons which consumers 
often believe and say they have and 
which, needless to say, can lead a mar- 
keter to make the wrong moves if he ac- 
cepts them at face value. Also, new 
techniques have been developed (or 
old techniques from other fields have 
been sharpened for this new purpose); 
in other words, the approach is so dif- 
ferent from most previous marketing 
research that it requires an entirely dif- 
ferent set of tools. 


More than counting noses 


As yet, motivation research has no 
well-crystallized body of concepts and 
principles. ‘The one common thread 
running through all the thinking and 
writing on the subject is simply the 
recognition of the fact that “counting 
noses” is not enough. This is tied in 
with a distinction between quantitative 
and qualitative research—between find- 
ing answers to questions of who, what, 
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and how much about 


havior and answers to the particular 


though in actual 
practice the two kinds of investigation 
are likely to be interdependent and 


question of why 


overlapping. 

Perhaps it will be helpful in under- 
standing qualitative research—the need 
which may arise for more than “‘count- 
ing noses” and the way in which such a 
need can be met—if we put the perti- 
nent considerations together into a 
composite picture. So let us look at the 
steps a manufacturer might go through 
in seeking information on which to base 
marketing decisions—say, a soap manu- 
facturer, who would have more than an 
average stake in Consumer motivation. 
[his is not an actual case; the manufac- 
turer is many persons rolled into one, 
ind the details are over-simplified. But 
it is realistic in the sense that it is pat- 
terned on the kind of problems faced 
in varving degree by other companies. 

Suppose our soap manufacturer is 
not satisfied with his sales. So, in order 
to get a measure of his strength in the 
market, he has had his marketing re- 
search director.or some outside agency 
send out questionnaires to a random 
sample of housewives — following the 
regular procedures of quantitative re- 
search, such as avoiding mention of his 
company’s identity so as not to bias the 
results, and careful checking of the 
sample, and then of the returns to make 
sure that he has a representative cross 
section geographically and by income. 

And suppose he finds that 30% say 
they prefer his Brand (A), 40% say 
they prefer another brand (B), and 
20% still another brand (C), with the 
balance divided over a score of minor 
brands. Normally, this breakdown 
would coincide with records of actual 
store sales — in which case he still 
wouldn’t have made much progress to- 
ward getting helpful information. But, 
just to make the problem more difficult, 
suppose he has industry data showing 
his share of total national sales to be 
only 15% as against the 30% prefer- 
ence figure he got from his survey—a 
discrepancy he might never have dis- 
covered if he hadn’t been fortunate 
enough to have some other quantitative 
data to check against. 

Further statistical investiga- 
tion might provide some explanation. 


consumers’ be- 


Thus, it might reveal that our manu- 


facturer’s Brand A has a larger percen- 
tage of its preferences than other brands 
in the upper-income families—and they 
do less home washing and hence ac- 
count for fewer purchases than indi- 
cated by their numerical strength. Even 
allowing for this, however, there might 
remain a big gap between actual usage 
and expressed preference. 

Up to this point, our manufacturer 
is still “counting noses” and, with 
proper statistical controls, gaining some 
important information about his exist- 
ing share of the market in relation to 
competitors. The same kind of surveys, 
repeated from time to time, will indi- 
cate whether he is growing in strength 
or the reverse—whether what he is do- 
ing is roughly right or wrong over-all, 
but with no idea whether the credit or 
blame belongs to product, packaging, 
price, or promotion. 


Finding out why 


Obviously, he needs to know why 
about some of these quantitative find- 
ings. But it isn’t enough simply to ask 
consumers to explain their preferences. 
When that is added to the question- 
naires, that 
those who prefer his brand say they 
like it because it washes cleaner, and 
those who like other brands also say 
they like they 
cleaner! 


our manufacturer finds 


them because wash 
So he decides to send out interview- 
ers to probe more deeply, asking con- 
sumers pertinent questions in the hope 
that he will get more detailed answers 
than consumers would go to the bother 
to give in a written questionnaire. 
Here he begins to depart from the 
quantitative approach, for to conduct 
a really searching personal-interview 
survey on a large scale can be prohibi- 
tively expensive. Moreover, he may 
feel that all he needs is to get a picture 
of the kind of thinking consumers ac- 
tually do, so as to interpret his quanti- 
tative data better; and for this purpose 
a limited number of deeper interviews 
with key types of consumers will be suf- 
ficient. (Sometimes, and particularly in 
the case of industrial goods and new 
products, a selective survey of thought- 
leaders and of potential users of above- 
average know-how can, in fact, come 
closer to the market and produce more 
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significant leads than a more expensive, 
broader, but shallower survey.) 

But, again, it still isn’t enough for 
the interviewers to ask specific ques- 
tions such as: “Which brand of wash- 
ing powder do you usually buy?” 
“Which brand do you have on your 
laundry shelf now?” “Which brand do 
you think is purest?” “Which brand do 
you think is strongest?” “Which brand 
do you think is cheapest?” It might 
turn out that of many consumers who 
consider Brand A the purest washing 
powder, quite a few fail to purchase it 
—or, if they say they purchase it, do 
not have a package in the kitchen at 
the time of the interview. Perhaps, also, 
a significant number of the same con- 
sumers indicate they feel other brands 
are cheaper, although actually they are 
in the same price range. 

Our manufacturer is digging deeper, 
but all he has at this point are some 
new significant questions that he never 
was aware of before. Apparently the 
idea of “purity” (which he may have 
been stressing in his promotion) has 
some connection with indicated prefer- 
ence but not with actual usage—why? 
Apparently, other brands that are con- 
sidered less pure are also considered 
better buys—why? 


Deeper motivations 

The kind of specific questions that 
lead consumers to think along set paths 
and elicit one-word answers will not 
lead to the deeper motivations that our 
manufacturer now tends to uncover if 
he is not to jeopardize his investment 
of thousands or perhaps millions of 
dollars in the brand. By changing the 
theme of his selling approach from 
“purity,” for example, he may be sur- 
rendering his present appeal without 
replacing it with something new and 
stronger. Yet that is just the risk he 
would be running if he proceeded on 
the assumption that people mean what 
they say. 

So the researchers proceed in a 
casual, conversational fashion, using 
provocative leads rather than cut-and- 
dried questions, all with the purpose of 
getting the housewives to talk freely 
and with individuality—an example of 
the technique of depth interviewing. 

perhaps they show a picture that 
depicts the brand or something related 
to the brand, and ask the consumer to 
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“tell a story about it,” so they can judge 
from the consumer’s attitude (enthusi- 
astic or dull), as well as from what she 
happens to say spontaneously, just how 
she feels about the brand—an example 
of the projective technique. Or, again, 
they may ask the consumer to match 
different brands as closely as she can 
against different age levels, or occupa- 
tions, or social classes. Other techniques 
(where the 
consumer is asked to say the first word 


include word association 


that comes into her mind when she 
hears a series of control words), incom- 
plete sentences (which the consumer is 
asked to finish), and so on. 

On this basis, consumers may indi- 
cate that the advertising of Brand A, 
which features pictures of society ma- 
trons using it, has created the impres- 
sion of over-elegance and association 
with those who can afford to be careless 
with money. And since this just does 
not jibe with their idea of washing 
clothes — a tough, unpleasant chore 
which affords them some satisfaction in 
being martyrs about it — they uncon- 
sciously react negatively and tend to 
reach for another brand when they see 
them all together on the supermarket 
shelf where they buy. 

These findings additional 
significance in the light of the fact that 
the housewives naturally feel they 
should have a more rational explana. 
tion of their failure to buy Brand A. 
They have seen and accepted the con- 
cept of purity which has been its pro- 
motional theme, for that is in line with 
traditional middle-class ideals. Pushed 
by their own logic, in fact, they think 
of it as too pure, too delicate for the 
job—the hard, workaday scrubbing job 
of getting the grime off their children’s 
playclothes and their husbands’ over- 
alls. And so, to them, it is not as good 
a buy as other brands. 


assume 


Now our manufacturer can better 
understand his quantitative data—why 
he has a relatively stronger hold on up- 
per-income housewives, why he _ has 
more “‘preferers’”’ than “users,” and so 
on. And he can go back to measuring 
these qualitative factors more accurately 
by questionnaires or mass interviews 
where the focus is specifically pointed 
to bring out the differences between 
consumers’ concepts of his brand and 
his competitors’ brands. 








Of course, rather than going through 
all the steps of working up to qualita- 
tive research, as we have had our manu- 
facturer do just to illustrate why it is 
necessary to dig deeper into consumer 
motivations, he could have made the 
qualitative survey first and only then 
have gone on to quantify the factors 
thus uncovered. And he_ probably 
would have done it this way if he were 
relying on experienced research tech- 
nicians who understand his problem. 


Deciding on research 

Certainly, not every manufacturer o1 
seller must always endeavor to dig so 
deep into motivations. Far from it. Re- 
search making use of depth techniques 
is time-consuming and requires trained 
interviewers; at from $25 up per inter- 
view and a minimum of 200 or 300 in- 
terviews, plus analysis and interpreta- 
tion, a survey of this kind necessarily 
runs into five figures. 

Moreover, the problems at stake 
often call for information on measur- 
able factors such as: number of poten- 
tial users classified by geographical lo- 
cation; selection, supervision, and com- 
pensation of salesmen; size of retailers’ 
margins on this product compared with 
competing products; size of wholesal- 
ers’ inventories; number of salesmen’s 
calls per day; size and frequency of re- 
peat orders; circulation of advertising 
media by number and by caliber of 
readers; and so on. 

The success or failure of a product 
depends on a host of such factors, all 
inter-related and all affecting the move- 
ment of the product to the store shelves, 
the showrooms, the catalogues—that is, 
all preliminary to putting the product 
where consumer motivations can come 
into play. And for many companies, 
these more tangible factors constitute 
the area where analysis and corrective 
action are most needed, or at least will 
produce the most improvement for the 
time and money spent. It is one of the 
functions of competent research coun- 
sel to indicate when and where such in- 
vestigation is, in fact, needed. 

Certainly, also, not every consumer 
motivation is always different from 
what it appears to be. 
thetical case about the soap manufac- 
turer, for instance, we must not forget 
that consumers do want to buy washing 


In our hypo- 


MANAGEMENT METHODS 





powder in order to wash. No brand can 
hold consumers’ allegiance unless it 
does wash clean; and the surest way for 
any soap manufacturer to increase his 
share of the market is to offer a product 
that is superior in this very respect. In 
other words, not every consumer moti- 
vation is tied to Freudian subtleties and 
social nuances—or, even if it is, pro- 
duces effects on sales significantly dif- 
ferent from what would be expected if 
some more ready rationalization were 
simply taken at face value and used 
with common sense. 

But as business becomes more com- 
plex, as operating decisions involve 
greater commitments of money, and as 
competition narrows the gap between 
products and thus puts a growing pre- 
mium on the leverage to be secured by 
even small margins of superiority—in 
short, as management faces an increas- 
ingly difficult task, there is more and 
more need to be sure about initiating 
action and not to be content with poli- 
cies which, however sound, could be 
made still more effective. 

Motivation research does provide 
more significant information. Maybe 
our soap manufacturer should change 
his package from a simple design in 
pastel colors (representing purity) to a 
bold design in darker colors (suggest- 
ing rugged strength). Also, he now 
would certainly know that he had bet- 
ter stop using testimonials from society 
matrons; that luscious movie stars 
would not be much better, or even 
might be worse if they denote frivolity 
and high living. But he should gain if 
he builds his ads around realistic house- 
wives—only a little neater and prettier 
than life; shown in believable suburban 
surroundings—just a little more spa- 
cious and gracious than actuality. 


Putting into action 

The greatest difficulty with motiva- 
tion research is the gap between find- 
ings and implementation. Most com- 
panies’ research departments are domi- 
nated by economists and statisticians. 
Partly because of this fact, and partly 
because the role of marketing research 
as a whole has only been recognized in 
recent years, there is some lack of ex- 
pertise (and also of interest) in doing 
the work and, even more important, 
some failure on the part of top man- 
agement to accept the results and turn 
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them into direct action. 

Motivation work involves a whole 
series of disciplines in addition to sta- 
tistics and economics — especially psy- 
chology and sociology, and to some ex- 
tent anthropology. Those whose stock 
in trade has been the techniques of 
sampling and coefficients of correlation, 
etc., as well as those who are responsi- 
ble for the practical details of everyday 
operation, are likely to look on special- 
ists in these other disciplines as long- 
haired dreamers. 

At the same time, it must be em- 
phasized that the hallmark of com- 
petent motivation research is not neces- 
sarily a string of advanced degrees from 
leading universities or command of a 
vocabulary of learned jargon. These are 
only significant when they are com- 
bined with a reputation for hard-boiled 
common sense and a record of practical 
success in aiding clients or employers 
(whichever may be the case). 

It should also be emphasized that 
consumers’ concepts of products and 
brands are usually made up of a bundle 
of different and sometimes conflicting 
motivations—much more complex than 
suggested in the oversimplified case of 
our soap manufacturer — and hence 
there is need for an objective over-all 
view of the problems and the opportu- 
nities involved in such research. 

The field is still so new and the range 
of disciplines involved is so broad that 
it is impossible for all except the larg- 
est companies to organize special staffs 
of their own for this kind of research. 
About all most companies can do now, 
internally, is to begin to strengthen 
their existing marketing research de- 
partments by adding personnel trained 
in the new techniques or seeing that 
present personne] get more training. 

By the same token, it is not going to 
be easy, for some time, to screen sources 
of help from outside the company and 
find technicians of assured competence. 
Because managements, themselves, are 
not in a position to evaluate technical 
competence, the easiest course—and the 
safest course—is to seek counsel, which 
through past performance in related 
fields, has the established ability to indi- 
cate when and where advanced research 
is needed or is likely to produce worth- 
while results, and to interpret such re- 
search in terms of practical operating 
action. m/m 
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legible figures in pen and ink you need for easily read records. 
Both finishes are watermarked and both have a firm, level surface 
that takes crisp ruling and printing. 

Both finishes are glare-free with soft colors to reduce eye strain 
and fatigue. This kind of paper helps your bookkeepers work 
faster and more accurately. 

You'll be pleased with the long-life and rugged strength of 
Hammermill Ledger. It’s made to stand up under years of han- 
dling. Write now, on your business letterhead, for free samples. 
Hammermill Paper Company, 1499 East Lake Road, Erie 6, Pa. 


MMERD, costs no 


—and actually less than many other watermarked ledger papers. 


(Circle 443 for more information) 








inelelvecd ear 


vA 


SREPRODUCTION esse CD tert 








Dry process printer speeds 


filmed document production 

A completely new type of dry- 
process enlarging printer is capable of 
reproducing 15 standard-size engineer- 
ing drawings a minute from microfilm 
originals. When combined with a film 
filing system, it provides the fastest pos- 
sible reproduction of technical draw- 
ings and blueprints. 

The machine, which is push-button 
operated, has an automatic focus, re- 
produces standard-size drawings in full 
scale, and larger drawings in half-size. 
It can be pre-set to reproduce up to 500 
microfilm originals at one loading, with 
up to 24 multiple copies of each. A 
sight glass permits continuous internal 
viewing, enabling an operator to check 
on the photographic process at all times. 

The first model of the enlarger, was 
developed under contract with the U.S. 
Navy, Bureau of Aeronautics. It is used 
at the Overhaul and Repair Depart- 
ment, Naval Air Station, Alameda, 
California. Here it is combined with 
automatic film filing and other proc- 
essing equipment. 

The introduces important 
savings in the cost of handling and re- 
producing engineering drawings, and 
in the space required for their storage. 
Equally important, the high-speed se- 
lection and reproduction system makes 
possible rapid, push-button availability 
of filed drawings for maintenance pur- 
poses and for reference by bidders and 
suppliers. The Bureau estimates direct 
savings to Naval aviation exceeds one 
million dollars annually in procure- 
ment, reproduction, and storage costs. 

The film filing system utilizes indi- 
vidual exposures of drawings on micro- 


system 


film. Each exposure or microfilm frame 
is mounted on a separate accounting 
machine card. This is in contrast with 
conventional methods of copying draw- 
ings full-scale for filing, or recording 
them on continuous rolls of microfilm. 








starters 


Thought Starters deal with a “practical solution to a management problem.” The 
Editor invites contributions—which are paid for at our normal space rates. 


The cards can be selected quickly, ac- 
cording to category, by conventional 
electric punch-card machines. 


How it operates 

The enlarger-printer can be loaded 
with a total of 500 microfilm cards, o1 
with standard 100-foot reels of 35mm 
positive microfilm. The cards are 
loaded in a rack above the Jens system 
and automatically dropped in front of 
the lens at the rate of one every four 
seconds. The roll film, which is fed au- 
tomatically and horizontally in front of 
the lens, is inserted in much the same 
manner that a typewriter ribbon is in- 
stalled. At the press of a button, the 
microfilm originals—cards or roll—are 
automatically fed into the lens system. 

The development utilizes a special 
printing paper and the magnetic 
“brush” developing technique for high- 
speed electronic photo-printing on any 
solid surface. The paper, a commercial- 
type stock coated with an electrosensi- 
tive material, is automatically electro- 
statically sensitized as it is processed in- 
side the machine. The paper is inserted 
in the machine in rolls 22 inches wide, 
15 inches in diameter, and approxi- 
mately 3500 feet long. 

The paper, which is several thousand 
times photographically faster than blue- 
print paper, operates automatically at 
a speed of 23 linear feet per minute. 
The paper is exposed by the light 
images of the microfilm originals as 
they are processed through the lens and 
projection system. When the charged 
paper is exposed, its electrostatic charge 
in the areas exposed to light is reduced, 
leaving a latent image in the non-ex- 
posed areas. The latent image is then 
“developed” by the automatic passage 
of magnetic “brushes,” across the ex- 
posed paper. The “brushes” consist of 
a mass of iron filings mixed with a pig- 
mented resin powder carrying a posi- 
tive electrostatic charge. When the mag- 
the ex- 
posed paper, their positively charged 
powder clings to the negatively charged 
areas of the exposure. The original 


netic “‘brushes” sweep across 
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image is revealed instantly as the par- 
ticles cling to the negative areas of the 
latent image. 


image fixed permanently 

The developed image is fixed perma- 
nently as the paper moves through a 
dry temperature “bath” which causes 
the powder to bind itself to the coated 
surtace of the paper. The fixed ex- 
posure becomes a non-fading image. 

The treated paper rolls forward to 
the machine’s output-mechanism which 
winds the finished engineering drawing 
reproductions on an output roll. The 
reproductions can be cut from the roll 
as they are needed. 

Operation is effected from a single, 
centralized push-button control panel. 
A feature of the control operation is a 
series of panel buttons which light up 
to indicate trouble-spots in any major 
operating area of the system. 

For more information, circle 548 on 
the Reader Service Card. 
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Telephone device increases 
business letter production 


The Travelers Insurance Company 
recently completed a two-year trial of 
a machine that takes office dictation by 
telephone. Known as the remote-con- 
trol dictation unit, the new device is 
designed to increase production of 
business letters and messages. Opera- 
tion of the unit is fairly simple. The 
dictator picks up his phone, dials a 
pre-arranged code number and is auto- 








matically connected with a voice re- 
corder. He then receives a signal to 
start his message with a capacity of 18 
minutes recording time on one record. 
The dictator may talk to the operating 
attendant, make corrections, or have 
his message played back if he so desires. 
The messages are then processed by 
the transcribers. 

One Traveler executive reported that 
the remote telephone unit can replace 
10 to 20 individual dictating instru- 
ments, resulting in a large saving on 
equipment. Telephone dictation also 
creates a space saving because the in- 
strument is smaller than either a floor 
model dictating instrument or one that 
rests on a desk. 

The trial at Travelers showed that 
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consolidating information to eliminate some 
forms or adding a copy to a present form to 
speed transactions in another department . . . 
to mention a few. 

Your Reynolds & Reynolds representative 
is ready to bring to you the benefits of his 
Business Forms knowledge gained through 
years of experience in helping increase office 
efficiency in many types of businesses. 

Call your Reynolds & Reynolds representa- 
tive today . . . no obligation! 


OFFICES IN MOST PRINCIPAL CITIES 


BUT, WHEN DID YOU LAST 
CHECK THE EFFICIENCY OF 
YOUR OFFICE PROCEDURES ? 


It is very probable that a Reynolds & Reynolds 
Business Forms Expert can cut overhead in 
your office procedures. Invite him to review 
your business forms and suggest improvement 
such as . . . combining several single forms 
into one multiple part set . . . employing the 
advantages of No Carbon Required Paper... 


THE REYNOLDS & REYNOLDS COMPANY 


LITHOGRAPHERS AND PRINTERS © BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIFORNIA 





(Cirele 468 for more information) 
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Diebold SUPER ELEVATOR FILES 


cut record handling costs 


CLERK OF COURTS 


Automobile Title 


Records 
€ 
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INSURANCE 


HOSPITAL SAVINGS 
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Records 
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QUESTION | protected by 


Diebold’ 
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908 Mulberry Rd., S. E. 
Canton 2, Ohio 
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Diebold 


User experiences prove that practical 
automation . . . the handling of large- 
volume records by motorized Super Ele- 
vator Files ... cuts time and space costs 
up to 50% ...saves thousands of dollars 
annually! Touching a button triggers an 
electrical brain that whirls any one of 
10,000 to 300,000 records into perfect 
position for referring or posting. Ask for 
case histories describing improved rec- 
ord keeping . . . histories that report 
initial investment write-off in 5 to 
18 months. 


Call your local Diebold representative, 
or mail the coupon today. 


Diehold, Inc. 

“n@ Mulberry Rd., S. E. 

Canton 2, Ohio 

Please send case histories that will help us with 


our 





records. 


Firm 





Individual Title 





Street 





Zone —— State 





more information) 


one-half the 
since dictation 
must travel only one way—from the 
transcriber to the dictator. Other ad- 
include the of 
disc or belt and instruction slip han- 
dling by the dictator. Instead, he just 
dials a number. The dictation can be 


the machine eliminates 


transportation costs, 


vantages elimination 


completed without interruptions (busy 
signal is given on his telephone during 
dictation), and the work is completed 
with greater speed. Arrangements can 
be made to receive calls during dicta- 
tion if the person desires. 

Because of the over-all success of the 
remote control dictating unit, the 
‘Travelers Company has installed five of 
the machines for permanent use, and 
plans more in the future upon the com- 
pletion of building expansion. 


For more details, circle number 549 
on the Reader Service Card. 
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Rotary files save space 
and triple filing volume 

The New York Savings Bank has 
one-third of the space 


allotted to filing equipment and tripled 
its filing volume by using rotary desk 


saved floor 


and floor filing cabinets in its insurance 
department. 

The department formerly operated 
in an area of 800-square-feet. When it 





was reduced recently to 700-square-feet, 
the space set aside for filing equipment 
was reduced from 135 to only 88-square- 
feet. Within this limited area, the new 
floor file houses 48 to 50 drawers of 
correspondence and_ policies, while 
40,000 cards are kept in the desk in- 
stallation. All 5” x 3” reference cards 
are kept in one section, with 8” x 5” 















@ SAFE 
@ PORTABLE 
@ SELF-FEEDING 


THE ONLY OFFICE PAPER SHREDDER that 
destroys confidential papers safely because 
it’s self-feeding! No sticking or jamming. 
Your secretary simply loads the machine, 
turns it on, and the papers are fed in— 
automatically and safely! Attractive gray 
hammertone finish. Neat, quiet, clean. 10-day 
free trial on any size shredder. Write today 
for literature describing the only complete 
line of paper shredders in the world! 


FREE 10-DAY TRIAL IN YOUR OWN OFFICE 





Wh f? 
INDUSTRIAL SHREDDER 
Stn Viler Lompaiuy 


SALEM, OHIO 





307 MILL ST. + 








(Circle 447 for more information) 
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HANGING FOLDERS 


Oxford Filing Supply Co., Inc. 
4 Clinton Road, Garden City, N. Y. 
Please send free Pendaflex catalog to 


ord. 
PEN 


NAME 





STREET 





ary 











(Circle 462 for more information) 
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HAVE YOU HEARD ABOUT...HAVE YOU SEEN | 


CONVOY “Chem-Board’” 


RIGID, PERMANENT, INEXPENSIVE 















FILES 


Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They're shipped 
assembled, ready _ for 
use. 


*CHEM-BOARD is the 
product of Convoy’s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong. 


CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 


WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


(Circle 424 for more information) 





TRAINING DIRECTOR 


Engineering Organization 


Continued growth of a leading company 
in the petroleum and chemical plant 
field creates a permanent position for a 
man with background in the training of 
engineers, draftsmen and chemical re- 
search personnel, in foreman training 


and job rotation, etc. 


In other words, a man who can take 
complete responsibility for planning, 
directing and administering a high-level 
training program in an expanding com- 
pany in which the development of 
personnel will play an _ increasingly 
important role. The right man for the 
job will be capable of eventually initiat- 


ing an executive development program. 


The salary is in line with the impor- 
tance of the position, the high qualifi- 
cations and the many responsibilities 


involved. 


If you can meet these qualifications, it 
will be worth your while to look into 


this opportunity. 


Write full details, in confidence. No 
action will be taken without permission 


of the applicant. 


Box #100, MANAGEMENT METHODS, 


22 W. Putnam Ave., Greenwich, Conn. 
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record storage | 


Chem _ Board storage | 


premium and policy loan cards in a 
separate section, all within easy finger- 
tip reach by clerks. The system may be 
expanded to hold four years’ accumula- 
tion of records withaut any increase in 
present floor space requirements. 

Clerks work in only 8% of the space 
needed under the old system. Where a 
‘secretary also serves as a filing clerk, a 
single unit desk/file combination saves 
more than 90% of the space needed for 
a separate desk and file. In this circular 
concept, both units are worked from a 
seated position, which reduces filing 
time. For example, one correspondence 
operation that formerly required one 
and one-half hours is now completed in 
less than one-half hour. 

The bank reports less “file fatigue” 
among its operators, plus a sharp reduc- 
tion in the turnover of their file per- 
sonnel since installation of the new 
system by officials. 


For more information about circular 
filing, circle number 547 on the Reader 
Service Card. 
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Shop towel slogans aid 
in quality programs 





Shop towels, imprinted with fitting 
Better Work slogans, are helping plant 
managers and quality control engineers 
create greater employee interest and 
improved work attitudes. The towels 
serve as constant reminders to workers 
of the need for quality workmanship 
with such slogans as “Quality Work 
Safeguards Your Job,” “Quality Prod- 
ucts Enjoy Steady Sales,’ “Your Job 
Depends on Quality. . . . Quality De- 
pends on You,” and many more. 

‘Fo insure readership in many plants, 
the towels are being used in daily “sur- 
prise control tests.” Without any ad- 
vance warning, foremen and engineers 
ask employees to identify the quality 
control slogans on the towel they are 
using. All those who know whether or 
not their towel has a work slogan or a 
safety slogan are rewarded with silver 
dollars. 


For more information on “better work” 
programs, circle number 532 on the 


Reader Service Card. (next page, please) 
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HARTER 67-T , “SY 


EXECUTIVE 1 
POSTURE CHAIR 


This chair helps you work, comfortably. New, compact design 
lets you move about freely without bumping your desk. Puts 
you close to your work without straining or sitting on edge. 


And the Harter 67-T givés you the same kind of comfort 
you'll find in large chairs—seat and back tilt together in 
perfect synchronization. You can lean back and relax without 


your feet leaving the floor. 


You'll find, too, 5 adjustments that are essential for the chair 

to fit you personally. This chair encourages good posture 

to help you resist fatigue. 

Seat and back provide the cool comfort of foam rubber and, 

yet, the compact overall dimensions give you a chair that makes | 
working a pleasure. A free trial of the Harter 67-T in your 

own office will prove it. 


Write for informative booklet, ‘Posture Seating Makes 
Sense.” We'll send name of your nearest Harter dealer, 


i HARTER CORPORATION 
TT 406 Prairie, Sturgis, Michigan 


In Canada: Harter Metal Furniture Ltd., Guelph, Ontario 


“HIARTER ‘vas 


(Circle 444 for more information) 
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CARPET SAYS WELCOME COAST 10 COAST 


Read how Sheraton Hotels use 


... those heavenly carpets by LEES 


where wear and hospitality count 


case wistory: The use of Lees 
Carpets in fine hotels throughout the 
great Sheraton Hotel Chain shows 
the versatility and multiple good busi- 
ness advantages of Lees Carpets in 
public areas. 


INSTALLATIONS: Through the close 
co-operation of Lees Commercial Car- 
pet experts and Sheraton Manage- 
ment, each Lees installation was care- 
fully planned to do the most efficient 
job for least cost. Style and wear re- 
quirements in all types of areas were 
given special study and research 
before installation. Custom pattern 


and color innovations were created to 
give a handsome and inviting appear- 
ance to all carpeted areas. 


RESULTS: Lees Carpets perform an 
important style function, improve 
ease of maintenance, absorb bare floor 
sounds and take the wear of heavy 
traffic in many famed Sheraton show- 
places. 

* SHERATON-CARLTON, WASHINGTON: 
newly decorated Cocktail Lounge uses 
lush grass green Lees Carpet toenhance 
the outdoor patio effect. 

+ SHERATON PLAZA, BOSTON: The Har- 
lequin pattern, textured Lees Carpet 


(Circle 450 for more information) 


For further 
information 

on how Lees can 
work with you on 
purchasing carpet 
for any business need, 
please write to 

James Lees and Sons 
Company, Bridgeport, 
Penna., Commercial 
Carpet Division. 


shown above was custom-created to 
add to the distinctive decor of the 
glamorous Venetian Room. 


* PARK SHERATON, NEW YORK and 
HUNTINGTON -SHERATON, PASADENA 
are coast-to-coast users of luxurious 
Lees Glowtuft, ‘queen of carpets.”’ 


NOTE: In every public space, good car- 
pet means good business. Lees designs 
and makes commercial carpets for 
every budget and business require- 
ment. Lees Carpets are a practical, 
long-term investment in terms of hos- 
pitality, attractiveness and service. 
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Built-in loudspeaker permits 
multi-telephone conference 


A leading Wall Street brokerage firm 
has installed a new type of telephone 
which allows the user to carry on a 
conversation from any part of the room. 
This new device has a built-in micro- 
phone and a_ separate loudspeaker 
about the size of a pack of cigarettes. 

The phone is used in conjunction 
with the “conference call plan.” The 
plan permits the hook up of a tele- 
phonic “party line” conference with 
partners in half a dozen cities through- 
out the country. Now, several of the 
firm’s local executives gather around 
the senior partner’s desk and _partici- 
pate in the conference with the branch 
office heads. 

It can also be used as a standard 
telephone. Lifting the handset auto- 
matically cuts out the microphone and 
loudspeaker features if greater privacy 
is desired. 


For more information, circle number 
531 on the Reader Service Card. 
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New Literature of 
interest to management 


INDUSTRIAL SOUND SYSTEMS 
SAVE VALUABLE MANPOWER 


The applications of industrial sound 
systems are discussed and illustrated in 
a comprehensive 12-page booklet re- 
cently made available. Written in non- 
technical language, the booklet tells 
how sound can be used to simplify 
plant administration, coordinate pro- 
duction, improve employee morale, and 
provide effective voice control of all 
plant functions. 

The booklet contains many illustra- 
tions covering the specialized equip- 
ment most suitable for the various types 
of departmental area needs. 

For a free copy, circle number 
529 on the Reader Service Card. 
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‘“...men and machines don’t 
work in a vacuum. Though 
you may saturate your Work 
Stations with skilled workers 
and modern tools, they can 
produce efficiently only when 
‘community’ factors like traffic 
control, and adequate lighting, 
and proper communications — 
and even creature comforts — 
_ are properly integrated."’ 


PLANNING IDEAS 
IN THIS ISSUE 


Proper lighting provides 
pleasant office environ- 


ment: To solve the prob- 
lem of a group of small rooms 
running in “railroad” fashion, 
good lighting, well chosen 
colors, and open area plan- 
ning resulted in a spacious 
looking office. 


Flexible office cabinets 
utilize changeable parts: 


Office dividers, storage cabi- 
nets, and supplementary work 
surfaces are available in a 
new line of mobile, inter- 
changeable units. 


Remote control TV cuts pil- 
ferage in large warehouse: 


Closed circuit TV monitors 
shipping and receiving truck 
docks against pilferers in de- 
partment store warehouse. ...65 
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inward 


How to get outward expansion 


upward 


without structural change 


Minimum of fixed walls, open area planning, and mezzanines provide expansion potential 


Cs Expandability and 
flexibility are built into the new, mod- 
ern one-unit plant of Ditto, Inc. in 
Lincolnwood, suburb of Chicago. 
Uniquely equipped to grow “from 
within” before it has to grow outward 
and upward, the building has a mini- 
mum number of fixed walls, and is 
adaptable to the erection of space-sav- 
ing mezzanines. 

Before the construction of the new 
plant, the manufacturing operation 
was sprinkled over seven buildings on 
the city’s West Side. This pattern had 
hampered administration, raised trans- 
portation costs, and put a limit on what 
the company could hope to accomplish 
by growing in the same fashion. 

In its new building, designed by the 
engineering-architectural firm of Bat- 
tey & Childs, Chicago, Ditto avoids the 
penalties of piece-meal expansion. The 
plant is planned to handle a 33% in- 
crease in manufacturing operations 
without any need to alter basic struc- 
ture or service facilities. 


Less walls—more space 

Part of this flexibility is implemented 
by the elimination of all but the most 
necessary structural walls within the 
242,000-square-feet manufacturing area. 
To accomplish this, the plant is di- 
vided into two completely independ- 
ent production operations, apart from 
the administration offices. 

The duplicating machine manufac- 
turing operation is located at the east 





For future east-west expansion, demountable aluminum sandwich walls on a masonry 
base are used. These can be knocked down and used over to provide a new end-wall. 


end of the building. The duplicating 
supplies manufacturing function, 
(fluid, carbon, etc.) is at the west end. 
Separating these two areas is a 150’x 
160’ storage and warehouse section, ap- 
proximately in the middle of the build- 
ing. Removable wire mesh partitions 
are the only separating materials. 

The 24,000-square-foot storage space 
forms a maneuverable buffer zone be- 
tween the two manufacturing areas. 
There is only one fixed obstacle in this 
storage area—a masonry fire wall that 
divides the plant into two sections. 
Thus, if necessary, part of the storage 
space can be converted to an auxiliary 
manufacturing section for either prod- 
uct—machines or supplies. 

No fixed walls exist within the ma- 
chine and supply manufacturing areas. 
To separate the various manufacturing 
operations within these areas, wire 
mesh partitions are also used. Large 
30’x4 bays and 12’ wide aisles further 
enhance the flexibility of the plant. 


Service facilities 

Service loops bring electricity, gas, 
steam, water, and air within 75 feet of 
any point in the manufacturing area. 
This, combined with the large bays, 
wide aisles, and absence of fixed walls, 
adds up to a maximum of flexibility 
within the plant itself. 

Since no special footings are required 
for any of the machines, equipment 
can be moved about almost at will to 
provide any production pattern wanted. 

Permanent service facilities, such as 
production and engineering offices, 
laboratories, first aid room, cafeteria, 
model shop, fluid storage room, boiler 
room, paint shop, and truck docks are 
located along the north and south walls 
of the manufacturing areas. This keeps 
east and west walls free for expansion. 


Double deck additions 


Absence of fixed walls within the 
manufacturing areas also permits con- 
struction of mezzanines wherever 





































Duke Snider’s bat 
sets off mighty blasts 


The fans howl themselves hoarse when “The 
Duke” blasts one over the fence. Noise adds to 
the excitement of the game. But in your office, 
noise strains nerves. Clattering typewriters, jang- 
ling phones, buzzing voices make concentration 
difficult. Noise slows up work, costs you money. 


A Gold Bond Acoustifibre Ceiling soaks up noise. 
It makes your office more pleasant to work in... 
and more work gets done. 
Acoustifibre not only sound-conditions . . . it adds 
smart good looks to any office. Does two jobs at 
one low cost. Acoustifibre can be easily installed 
over your existing ceiling. When a change in color 
scheme is desired, Acoustifibre can be repainted 
. over and over . . . without changing sound- 
absorbing properties. It is quickly and easily 
cleaned with a vacuum-cleaner attachment. Be 
sure to include Gold Bond Acoustifibre in your 
building or remodeling plans. 
Call your Gold Bond Acoustical Contractor. You'll 
find his name in the Yellow Pages of your phone 
book under “Acoustical Contractors.” 





Sa a na elm i lal ia 
| Send for free booklet | 
I The Decibel gives you illus- | 
trated, acoustical case his- 
tories. Write to Dept. 
ld Tt | MM-46, National Gypsum | 
( x0 any | Co., Buffalo 2, N. Y. 
| Nome | 
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(Circle 460 for more information) 








Mezzanines are used to provide space for electrical equipment, locker rooms, and of- 
fices. A transformer substation is located on this mezzanine; below it is an office area 


for the manufacturing section. 


needed. The plant was built with a 
16-foot ceiling clearance to provide for 
double deck operations. 

Seven island-type mezzanines totaling 
about 3,000-square-feet are now ready 
for use. These house service facilities 
such as electrical sub-station equip- 
ment, lockers, store rooms, and boiler 
room equipment. 
entire 242,000- 
square-foot manufacturing area could 
be double-decked by mezzanines with 
8-foot This is unlikely, 
however, many production 
machines require greater clearances. 

But, where necessary, mezzanines for 
load conditions can be con- 
structed by bolting or riveting steel 


Theoretically, the 


headroom. 
because 


normal 


supports to the building’s columns. 


Outward expansion 


Since there is a limit to how far a 
plant can grow from within, provisions 
for outward and upward expansion 
have also been incorporated into the 
building structure. 
aluminum 
walls on the west and east ends of the 
plant permit expansion over more 
areas of the 27-acre site. Another 9,600- 
square-feet of office space can be ob- 
tained by adding a second story to the 
single-story portion of the combined 


Demountable sandwich 


one- and two-story office section. 

Foundations, framing, and 
necessary load bearing factors have 
been built into the plant structure to 
provide for this future expansion. m/m 


other 


A fluorescent luminous ceiling which provides 100 foot candles at desk level, was in- 
stalled in the engineering department for accuracy and comfort. 
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...men and machines don’t work 
in a vacuum. Though you may 
saturate your Work Stations with 
skilled workers and modern tools, 
they can produce efficiently only 
when ‘community’ factors like traf- 
fic control, and adequate lighting, 
and proper communications—and 
even creature comforts—are prop- 
erly integrated.” 


Proper lighting 
provides pleasant 


office environment 





A poor working environment caused 
by insufficient incandescent lighting, 
and somber dark green, light-absorbing 
walls prompted the accounting firm of 
Weinick and Sanders, New York City, 
to seek a change. 

In planning their new offices, they 
bright cheerful 
looking office in spite of the layout of 
small rooms running one into the other. 

The theme of the new design created 
by Louise Shiffer was the utilization of 


sought a spacious- 


the simple principles of open-planning, 
good lighting, and clear colors. With 
these basic tools, she achieved a spa- 
cious, pleasant, uncluttered atmosphere. 

The effect was accomplished by using 
seven-foot high partitions of natural 
birch and translucent opaque glass on 
the window side. These were opened 
above and below to divide the office 
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HOW IO SAVE 


ON YOUR AIR CONDITIONING COSTS 


Save on Operation... 


Save on Maintenance... 
Year After Year After Year! 


Records kept on all costs for air conditioning with 
Airtemp waterless ‘“‘packaged” units prove you 
can save with Airtemp waterless! Here’s how: 


Lower Operating Costs— Airtemp waterless 
packages use no water whatsoever—only air and 
electricity. And Chrysler advanced engineering 
in every detail means greatest operating efficiency. 


Lower Maintenance Costs—no water to leak, 
no water scale problems ever. Longer life built 




























































“~ THE 
FORWARD LOOK 
IN 


Phone your Airtemp Dealer now 
(he’s listed in the Yellow Pages) for a 
free survey of your air condition- 
ing requirements. Or write Airtemp 
Division, Chrysler Corporation, 
Dayton, 1, Ohio. 


the really complete line for ’56/ 


Airtemp gives you a big choice In both waterless 


AIR CONDITIONING 


into every compressor—operates without vibra- 
tion—completely sealed in oil to keep out trouble- 
causing dirt and moisture. 


All Airtemp ‘‘Packaged” Air Conditioners are 
manufactured—not just assembled—by the 
Chrysler Corporation Division which has pro- 
duced and sold more “‘packaged” units than any- 
body else. Dependability is guaranteed by a 5-year 
warranty on the entire refrigeration circuit. And 
you can depend on your nearby Airtemp Dealer, 
a factory-trained air conditioning specialist, to 
install your air conditioner properly and provide 
prompt, efficient service if ever necessary. 


Div $4.0 'N 


CHRYSLER CORP 








and water-cooled packaged air conditioners. 
13 sizes from 2 H.P. to 30 H.P. 





AIR CONDITIONING * HEATING FOR HOMES * BUSINESS * INDUSTRY 


(Circle 491 for more information) 














Prudential Insurance Company, Jacksonville, Florida 


Kemp, Bunch & Jackson, Architects 


Prudential uses Mills Movable Walls to 
insure space control in two new buildings 





Prudential Insurance Company, Minneapolis, Minn. 
Magney, Tusler & Setter, Architects 


Write for the informative new Mills 
Movable Walls catalog — it’s a prac- 
tical work book on space control. 





The Prudential Insurance Company has provided for 
space control in two new home-office buildings in 
Jacksonville and Minneapolis by using almost two 
miles of Mills Movable Walls to create flexible in- 
teriors. Whenever changes in space requirements 
occur, Mills Walls can be taken down and relocated 
quickly, easily and economically. 


Fully insulated and soundproofed, Mills Walls com- 
bine mobility with structural stability and distinc- 
tive styling. Available in a wide variety of pleasing 
modern colors, their baked-on enamel surfaces re- 
quire only occasional washing to keep Mills Walls 
looking always their efficient best. 


THE MILLS COMPANY, 920 Wayside Rd., Cleveland 10, Ohio 


METAL WALLS 





(Circle 453 for more information) 








into practical working areas. The color 
scheme was built around the use of off- 
white, yellow, and sky-blue, all light and 
lively hues. 

New hanging, direct light fixtures in- 
creased the lighting efficiency of the 
offices and created a natural daylight 
effect. Air conditioning units were 
located to permit the flow of fresh air 
to each part of the office. 


Flexible office 
cabinets utilize 
changeable parts 





A new line of mobile cabinets made 
of interchangeable units, can be used 
as office dividers, storage cabinets, and 
supplementary work surfaces. The 
equipment consists of 10 components 
in two basic categories, one of a 1534” 
shelf width, and the other of 2174” 
width. All cabinets are 4714” in 
over-all length. 

Flexibility is the hall mark of this 
equipment. Doors or back panels (or 
both in combination) may be added. 
Sliding doors are available in three 
different colors. All shelves may be 
vertically divided with partitions ex- 
tending from front to rear. All cabi- 
nets may be fitted with interchangeable 
wall mountings, casters, legs, and bases. 

Any cabinet can be assembled in a 
matter of minutes with a Phillips 
screw driver. The screws fit into pre- 
threaded metal ferrules which are 
permanent parts of all the shelves. 
The ferrules do not enlarge with use 
as do screw holes in wood. This guar- 
antees permanent rigidity no matter 
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ANALYZED 
EVALUATED 


| AUTOMATIC DATA PROCESSING 


A Comprehensive Weekly Reporting Service 


> ape awe 


By John Diebold & Associates, /nc., Management Consu/tants 


This weekly service will provide a single 
authoritative source of current and detailed in- 
formation for the individuals in your organi- 
zation charged with the responsibility of keep- 
ing up-to-date on Automatic Data Processing, 
by supplying analyses of all available digital 
data processing equipment, methods for obtain- 
ing greater utilization of existing installations, 
data on basic management policies in the field 
of office automation and reports on matters of 
current importance to all personnel working 
with electronic computers. 


It is designed to inform users of small as 
well as large digital electronic computers of 


Subscribers will receive: 


1. EQUIPMENT REPORTS 


Up-to-date and detailed descriptions, 
analyses and appraisals of available 
equipment. 


METHODS REPORTS 


Documenting the specific uses of 
ADP Equipment in various 
industries. 


POLICY REPORTS 


Analyses of important issues of 
particular interest to management. 


| 
| 
| 
| 
| 
| 
| 
| 
: 
NEWSLETTERS | 
| 
| 
| 
| 
| 
| 
| 
| 
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4. 
Management digests of current 
interest. — 
5S. ORIENTATION MATERIAL 7 
Explaining the use and operating TITLE 


principles of the equipment to 


management. ADDRESS 


i 


SPECIAL REPORTS & INDEX 


CITY 





current trends and improvements being made 
in the field of office automation. The service is 
organized in such a way that all personnel con- 
cerned will be better able to perform their 
functions—be it at the policy making or operat- 
ing level. Use of this service will lead to im- 
proved utilization of present equipment and 
offer authoritative analyses and objective opin- 
ions on the qualifications of a wide range of auto- 
matic data processing equipment. 


All these materials will be written by the 
staff of John Diebold & Associates, Inc., and 
will naturally reflect the vast experience that 
this firm has acquired in the area of Automatic 
Data Processing. 


SEE REVERSE SIDE FOR FURTHER DETAILS 


Cudahy Publishing Company 
6141 North Cicero Avenue 
Chicago 30, Illinois 


ere 


Send me your complete brochure and details on 
AUTOMATIC DATA PROCESSING SERVICE 


By John Diebold & Associates, Inc. 


ZONE STATE 
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“OND... Gives you 
EQUIPMENT REPORTS 


SERVICE 

Current Equipment Reports containing con- 
stantly up-to-date detailed descriptions, objective 
analyses and appraisals of available Automatic Data 
Processing Equipment. These reports will be objective 
and will use a common basis of comparison between 
various pieces of equipment and will adopt standard 
terminology for the purpose of clarity. A loose-leaf 
binder is provided for convenient filing. 

These Equipment Reports will be promptly 
and continuously revised as equipment modifications 
are made. 

This section will provide you with an authori- 
tative catalogue of available digital equipment — its 

characteristics and qualifications. 












| | Gives you 


“ADP: METHODS REPORTS 


Factual case histories of the applications of 
ADP Equipment in various industries. These will in- 
clude flow charts and indicate the specific procedural 
changes their adoption requires. Pertinent information 
can be readily located since these reports will be 
clearly indexed by industry concerned, equipment 
used and the operations performed. A loose-leaf binder 
will be provided for permanent filing. 


Gives you 


POLICY REPORTS 


Critical analyses of crucial management prob- 
lems concerning utilization of Electronic Equipment— 
e.g., Lease vs. Purchase, Centralization or Decentrali- 


SERVICE 





Postage 


A Comprehensive Weekly Reporting Service 


UTOMATIC DATA PROCESSING 












zation, Employee Recruitment and Training, Wage 
and Salary Surveys, etc. 
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1 * Gives you 
sthvice, MEWSLETTERS 







Current items of vital interest aimed at keep- 
ing management informed on the developments in of- 
fice automation, including notes on professional meet- 
ings, operating experience of other business men and 
general data on new equipment. These letters are spe- 
cifically aimed at management with the purpose of 
keeping it informed on the ever-increasing utility of 
either their own or of new Automatic Data Processing 
Installations. These letters will be written in such a 
fashion that all aspects of the subject can be covered 
in less than one hour’s reading per month. 















; | Gives you 


‘ADR: ORIENTATION MATERIALS 


Special material to provide the non-specialist 
with a sound foundation in the field of Automatic 
Data Processing. This material will also contain a sec- 
tion explaining the use and operating principles of 
the equipment to both management and technical 
personnel. 
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As the need arises, reports on matters of spe- 
cial interest will be published and an index provided 
to give easy access to the entire mass of material which 
will appear in AUTOMATIC DATA PROCESSING 
SERVICE. 














JOHN DIEBOLD 
& ASSOCIATES, INC. 


is a firm of Management Consultants 


N 
r with a well rounded staff which has 


Postage Stamp 
Necessary 








Will Be Paid 
by If Mailed in the 


many years of practical experience in 
the fields of Engineering, Mathematics 
and Business Management. John 
Diebold & Associates have done ex- 
tensive work in the field of Office Auto- 
mation and numbers among its clients 
many well known organizations using 
both large and small Automatic Digi- 
tal Equipment. 


Addressee United States 
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Cudahy Publishing Company 
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how many times is reassembled. 


Structural strength is achieved 


through the use of honeycomb core 
construction (a filling of honeycomb 
kraft material between two panels of 
strong hardboard). The topmost sur- 


face of the cabinet is protected by a 
coat of plastic. Plastic is also used to 
protect the edges of end panels, adjust- 
able shelves, and shelf dividers. 

For more information, circle numbe) 
528 on the Reader Service Card. 


Remote control TV 
cuts pilferage 


in large warehouse 


Guards assigned to protect the new 
Needham, Mass., warehouse of Filene’s 
Boston specialty department store, re- 
ceive a big assist from remote control, 
closed-circuit television. 

Running the entire length of the 
single-story building are two enclosed 
truck docks—one for shipping, the othe: 
for receiving. Merchandise is stored in a 
large center area which is accessible to 
either dock. 

The system consists of a remote con- 
trol ‘I'V camera and a monitor operated 
by guards in the warehouse security 
ofhce. One camera hangs on a steel post 
overlooking the receiving docks and 
storage area, 1,500 feet away from the 
office location. 

A second camera to supervise the 
shipping docks can be switched onto 
the screen of the same monitor. Seated 
in his office, a guard points the cameras, 
and by remote control observes the 
chosen area in a matter of seconds. In 
the same way, he watches entrances, 
exits, and remote scrap bins where 
thefts have occurred in the past. 

lor more information, circle numbe) 
527 on the Reader Service Card. 


APRIL. 1956 








£ 


ee 
Saal 


a 


me 


li aes «eee cee 


~ 
erg 


ae 
bg nl, a aap 


Bbc as 
Psy ae 


ata. 


— 


wep 4 RE I a sa 


om 


ee 


@ One of a series of offices designed and decorated for Art Metal by W. H. Prentice, Inc. 


Art Metal does the whole job...superlatively 


Whether in the private office of a presi- 
dent or board chairman, the general 
offices of the nation’s largest businesses, 
or the modest one-man office... Art 
Metal combines the pleasing appearance 
of a modern business home with the 
functional efficiency of a well-planned 
work center. 

Art Metal is prepared to an un- 
equalled degree—to do the whole job. 
With desks, credenza units and tables 


SEND TODAY for your copy of 
Art Metal’s famous 96-page handbook, 
“Office Standards and Planning” 
Art Metal Construction Company, 
Jamestown 4, New York. 


(Circle 


95 for more information) © art META 


smartly styled, built to exemplify the 
finest modern casemaking art in steel, 
and organized with accessory equipment 
to meet individual working needs. 
Office chairs combining correct posture 
seating with top-quality construction 
and attractive coverings. Modular 
equipment which gives more room 
per worker, yet puts more workers in 
the same area. 

And with the most complete lines 


Address 





of fine equipment ever developed 
for general and executive offices, Art 
Metal brings you a nationally recog- 
nized Office Planning Service. This 
service can be as broad or as detailed 
as you want, and it is available with- 
out charge. 

Look up your local Art Metal dealer 
or branch office in the Yellow Pages 
under “Office Equipment’, or write us 
for name and address. 





For 68 years 
the hallmark 
of the finest 
in office 
equipment 
and systems. 


65 














WwW 


Even the tough jobs have a way of looking easy when 

you have a “Correlation” Desk Unit working on your side! 

You enjoy the right ezmount and kind of work space you 

need . . . because you can tailor your color-styled Steel 

Age Correlation desk to your own special requirements. 

ou can make up space-saving, work-saving Correda- 

tion units for every job in your office, from business 

machine operator to Mr. Top Brass himself. Your Steel 

_ Age Dealer has the whole exciting story . . . or you can 

: preview it in the colorful brochure which this coupon 
rings you. 





Corry-Jamestown 
Mfg. Corp. 
Dept.D-3, Corry, Pa. 

Please send me a free copy of your “Correlation” 
Desk Brochure. 





The Quality Choice 








| of Modern Offices” 
Branch Offices: ne 
Atlanta + Boston « Chicago Company — 
- Dallas + Detroit +» New York Street i 








Oakland + Philadelphia + Seattle City State 


(Circle 425 for more information) 
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THE MAN 
Albert A. List 


Chairman of the Board 


THE COMPANY 
RKO Pictures Corp. 


THE DESIGNER 
Mary Moran 


Lord & Taylor 
Interior Decorating Staff 


AN IDEAL PICTURIZATION of the 
movie-goer’s idea of just what an 
executive’s office should look like 
may be seen in Mr. List’s private 
office and conference room. Every 
detail of the furnishings is care- 
fully worked out, making lavish 
use of tasteful antiques. 

A fine-grained mahogany desk, 
topped with brown leather acces- 





wherethey W 


TmME Orreices 


sories, faces the entrance. It forms 
an impressive grouping with Louis 
XVI chairs (covered in hand- 
loomed champagne colored fab- 
ric), and a small Directoire table. 
An eight-foot sofa is upholstered in 
hand-loomed black textured ma- 
terial. Beside it, a Louis XVI wal- 
nut table holds a classic onyx and 
bronze lamp. A rare Picasso draw- 
ing hangs over an antique walnut 
Italian console cabinet. The cock- 
tail table in front of the sofa is of 
Pompeian bronze with black mar- 
ble top. Walls of natural walnut 
are enhanced by draperies of In- 
dian raw silk. 

In the foyer, an Alexander 
Calder painting hangs adjacent to 
an antique French iron console 
table with a black marble top. 


Both foyer and board room combine 
the best in antique and modern fur- 
nishings to fit the “then and now” 
theme of decor. 
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work 


SUCCESSFUL MEN 





Black iron chairs with gold colored 
leather cushions flank the console 
table on either side. 

\ 13-foot Louis XVI table is 
accessorized with man-size antique 
brass ash travs and cigarette boxes 
in the Board Room. The sideboard 
is a rare 16th Century Florentine 
piece. holding large handsome 
marble urns. m/m 
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OUIET is the Way 


to Office Efficiency 


In the S. S. Jacobs Co. offices of Jacksonville, the Acousti-Celotex 
Sound Conditioning installation includes Acousti-Celotex Celotone®, 
and Acousti-Celotex Perforated Mineral Fiber Tile on the Acousti- 
Line® Suspension System. As is the case with all Acousti-Line instal- 
lations, access can be gained immediately to the area above the 
ceiling for servicing utilities. This installation is unique in that the 
Acousti-Line panels are perforated, and conceal air diffusing units 
without the need for separate exposed ceiling outlets. The entire 
Independent Life and Accident Building, in fact, is Acousti-Celotex 
Sound Conditioned with incombustible tile. 


Effective Solution—In thousands of offices in America’s modern 
buildings you'll find Sound Conditioning by Acousti-Celotex. These 
are offices where employee productivity and morale are at a peak 
... for routine noises of machines, phones, and traffic have been ef- 
fectively arrested by sound-absorbing ceilings of Acousti-Celotex Tile. 
Maintained Easily— Acousti-Celotex Tile has high sound-absorption 
value, is quickly installed in existing buildings or during new con- 
struction, needs no special maintenance. Its attractive surface can be 
washed repeatedly and painted without loss of sound absorption. 


This Costs You Nothing— You do not pay one cent for the most 
important part of Acousti-Celotex Sound Conditioning—30 years 
of sound engineering experience... in ceiling construction of 
countless different types. Mail Coupon Now for a Sound Condi- 
tioning Survey Chart that will bring you a free analysis of the noise 
problems in your office, plus a free factual booklet, “Sound Con- 
ditioning for Office Workers.’’ No obligation. 





S. S. Jacobs Company office in Independent Life & Accident 
Bidg., Jacksonville, Florida, showing Acousti-Celotex Sound Con- 
ditioning installation. Architect: Kemp, Bunch & Jackson. 





Acousn-Cevotex 


REGISTERED U.S. PAT. OFF. 


hound Conllioning 


Products for Every Sound Conditioning Problem—The Celotex 
Corporation, 120 S. LaSalle St., Chicago 3, Illinois © In Canada: 
Dominion Sound Equipments, Ltd., Montreal, Quebec. 





7 7 
TRADE 4 MARK 


(aie we whan Mail Today! ------------- 


The Celotex Corporation, Dept. MM-46 
| 120 S. LaSalle St., Chicago 3, Illinois 


Without cost or obligation, please send me the Acousti-Celotex 
Sound Conditioning Survey Chart, and your new booklet, “Sound 
Conditioning for Office Workers.” 


Name ; Bae 
Firm 
Address 


1 City Zone State 


(Circle 419 for more information) 
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LAST DRYING 
LUMINALE 


CONCRETE 
FLOOR PAINT 








FACTORIES 


Decorates and preserves in- 
terior and exterior concrete 
floors, patios, primed wood 
porches and decks. Dries 
dust-proof in 40 minutes, 
walk-proof in an hour, traffic- 
proof overnight! Fast, easy 
application with brush, roll. 
er, floor brush. No special 

washes or etching needed. 
Nonflammable! Eight popu- 
lar colors that wear like iron, 
last for years! 


SHIPPING AREAS 


FREE 62-CHIP COLOR CHART 
econst Of ives Pm 
7 * Guaranteed 
egg 


wr as aovrerst® wih 







Satin Luminall and Ready-to-Use Luminall 
for walls, ceilings, trim; Outside Luminall 
for exterior masonry, asbestos shingles and 
siding. Write today for your free copy. 


LUMINALL PAINTS ep. 106 


3617 SOUTH MAY STREET - - = = = CHICAGO 9, ILLINOIS 
Newark 5 ° Dallas 7 ° Los Angeles 1 


(Circle 459 for more information) 





Features Luminall Concrete Floor Paint, 





YOUR SEATING DOLLAR! 


More Comfort, Longer Life 
Assured Through CLARIN Engineering 


Patented rubber feet 
molded over brass plated 
rongs wear many times 
onger...can't accidentally 
drop out . . . will never 
gouge floors. Easily re- 
moved if required. 





Wood seats have a ‘“‘neutral”’ 
temperature . . . won't con- 
duct away body heat. Wood 
is physiologically “‘softer’’ 
than steel. Five-ply hard- 
wood won't dent or bend. 





X-type frame is superior in 
strength to cheaper Y-type 
design . . . is self-leveling 
and will absorb extreme 
shock. Seat may safely be 


Write for complete 
stood upon. 


catalog on the only 
complete line 


CLARIN saves you money three ways! 


1. Long-term economy backed by an unrivalled ten year guarantee! 
2. Less storage space required as CLARIN Chairs fold 
completely within their own frames! 

3. Saves two out of every five storage trucks! 


RIN MANUFACTURING CO. 


47. 4640 W. Harrison St., 





Dept. Chicago 44, Ill, 





(Circle 421 for more information) 


Survey reveals 1955 
office salary increase 


doubles previous year's gain 


es Office clerical workers averaged 
$2.00 per week more pay in 1955 than in 1954, 
according to a recent survey by the National 
Office Management Association. This is double 
the average 1953 to 1954. The 
study was based on data from more than 5,000 
350,000 clerical em- 


increase from 
companies representing over 
ployees in the nation. 

Although there are a few isolated instances of 
lower rates in a few cities, the over-all picture is 
up for all regions. 


West leads nation 

Analysis of seven major job categories shows 
that West Coast companies not only are paying 
the highest average salaries, but also have granted 
the largest average pay raises to their white col- 
lar office workers during the past year. 
pay on the West Coast was $64.00 per week in 
1955 compared with a national average of $60.00. 
The average increase on the 
$3.00 per week—50% above the national aver- 
as a whole. 


Average 


West Coast was 


age 

Two years ago the West was tied with the East- 
Central region for first place among the top pay- 
ing areas. Since then Western wages have gone 
up $5.00 per week East Central states 
showed average increases of only $2.00 per week. 

sehind the West are the East-Central 
($61.00 per week), North-East ($59.00), 
Central ($58.00), and South ($57.00). 

In 72 of the cities surveyed, accounting clerks 
continued to get the highest salaries, just as they 
did in the two preceding years. Private secretaries 
had the highest average pay in 14 cities and cost 
clerks topped the list in 9 cities. Six cities in the 
United States reported average salaries of as 


while 


region 


West- 


much as $100 per week for clerical workers in 
particular job classifications. 
clerks showed Galveston, 
Texas of $108.00 per week, followed by San Jose, 
California ($104.00); Columbia, S.C. ($102.00); 
Oakland, California ($100.00), and Lake 
Charles, Louisiana ($100.00). Highest pay for ac- 
counting clerks (senior bookkeepers) is in Beau- 


Among these, 
salaries in 


cost 
average 


mont, 





Texas at $102.00. m/m 
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| __ FEATURE [SIG - FEATURE ES 3 4) 
1. Locking signa) 9. Accurate analysis locked signalling] 

12. Easily moved signal |Y 0. Pocket with wire and acetate lug 

3. Protected pocket _|Y/Y/¥/Y/11. Pocket lug riding on rail 

4. Pocket tight to lug |¥/¥¥/¥|12. Frictionless shift of pockets 

5. F Positive visibility  |Y 13. Perfect layback of pockets 

6. Ease of insertion | 14. Roller suspension slide 

7. Quality Y 15. Group shifting of pockets 

(8. Price Y 16. Greatest card capacity 











Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


(Circle 


rmation) 


“Doll ‘Or Oud ? 


Count BOTH...and 1,001 other items with 


VARY-TALLY 


Multiple-Unit 
Reset Counter 


481 for more info 





Using Vary-Tallies is the fast, aacouete way to separate the 
turnover items from the “‘turkeys’’ in sales ... the rejects 
from the okays in production — size by size, color by color, 
flavor by flavor, price by price. Because you count, you 
KNOW. Because you know, you COUNTRoL. Tell us 
what YOU want to count. 

e All Parts Corrosion-Re- 


sistant; Working 
Hardened Steel 


Arranged compactly on Parts of 
stands in tiers, the Vary- 
Tally can be supplied in 
any of 66 combinations, 
up to 6 banks high and 
12 units wide, even 
down to single units. 


« Individual Tag Above 
Each Counter-Window 
Not Strip Tabs 


¢ Easily Readable from Any 

Angle . . . Bold Figures Al- 

“ ways Centered in Window 
No Glare 


VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 
“The Name That Counts" 


New York 19, N. Y., Greenville, S. C., Montreal 2, Canada 
Offices and agents in other principal cities 


Chicago 6, Ill., 


(Circle 479 for more information) 
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fe AA time 
and costly shipp!ng 
errors! 


STEN-C-LABL USERS ° 











j CASE No. 3 



























Electric Accounting 
Machine addresses 


STEN: C-LABLs 


continuously for 
multiple shipments 


A time-saving addressing operation is used by the 
Foley Manufacturing Company of Minneapolis, Min- 
nesota, in adapting the use of StrEN-C-LABLs to their 
regular tabulating system 

After invoices are run from pre-punched cards, a con- 
tinuous strip of StTEN-C-LABLS are run with cards in 
the same sequence, picking up address section, pur- 
chase order number, invoice number and carrier 
After separation, the STEN-C-LABLS are tabbed to 
shipping copies of invoices and sent to shipping depart- 
ment where unlimited impressions are made with 
STEN-C-LABL applicator direct to PANL-LABL on car- 
ton. A definite savings in time was accomplished plus 
elimination of addressing errors and mis-shipments 
Find out how your shipping Costs can be reduced by the 
use of STEN-C-LABLS in your operation. 


FREE brochure available on request. Write Dept. MM-4 


STEN-C-LABL, inc. 


2285 UNIVERSITY AVENUE e ST. PAUL 14, MINNESOTA 
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NEW! AICO’ OPEN SHELF 
FILING GUIDES “gry Sie 

















Inset Shows Actual Window Size 


Makes Filing, Finding Faster, Easier, 
More Economical, More Accurate! 


Windows a Full 21%4x1” These AICO Guides are especially de- 
Titles Seen at 15 Feet signed for Open Shelf Files. Your 
Copy Reads Left to Right titles are always clearly, quickly seen 
4 Times Ordinary Size on the 24%4,”x 1” Insert. Inserts avail- 
Hooks Are Optional, able in A-Z divisions, 8 breakdowns, 25 
Placed In Any Position to 1000. Numerical, up to 10,000. 
Strong Plastic Tabs, Guides are half size in height for econ- 
Insertable Both Sides omy. Body of 25 pt. Pressboard. Spe- 
cial size Guides to order. Send specs for 

free quotations. 
FREE: Write Guide Section for Free sample, Literature. 


AHO. 97 Reade St., New York 13, N.Y. 


426 S. Clinton St., Chicago 7, Ill. 
INDEXES . 

















Practical 
on-the-job 
training in 


Operations. Research 


mu Tn spite of the growing demand 
for trained Operation Researchists, virtually no 
practical training has been available until recent 
months. One cause, perhaps, has been the fact 
that trained practitioners have been too busy 
operating as consultants to provide the necessary 
instruction, let alone to write texts. 

Last year, Dr. C. A. Slocum, former National 
Executive Director of the Society for the Advance- 
ment of Management, formed the Operations 
Research Institute in an effort to fill the gap. 
His idea was unique: run an intensive evening 
course when competent instructors were avail- 
able. The first course, begun last October, ran 
for ten weeks—two evenings a week. His instruc- 
tional staff included some of the best-known 
names in the field. Moreover, since these men 
were working daily with practical aspects of 
Operations Research, the course emphasized the 
case-study method of instruction. 

Such familiar corporate names as Bell Tele- 
phone, Esso, IBM, New York Life, and Sun Oil, 
sent staff men for the intensive program. 

Classes run from 5:30 P.M. to 9:30 P.M. each 
Tuesday and Thursday. Dinner is provided for 
the attendees. Price for the course: $385.00. 


National coverage planned 


Dr. Slocum is now planning several alternate 
programs in New York City whereby trainees 
can complete the full syllabus in a shorter period 
of time. Moreover, because of requests from com- 
panies and men outside of the New York com- 
muting area, he is planning to set up one-week 
intensive courses in other metropolitan areas. 
Either a company, a group of interested men, or 
an association, can sponsor the training period. 

Because these courses operate on a Seminar 
basis, attendance is limited to small groups. 
Qualifications include a moderate understanding 
of algebra. According to Dr. Slocum, a thorough 
acquaintance with his company’s own problem 
area is the most important prerequisite to this 
on-the-job training. 

For more information, write to Dr. C. A. Slo- 
cum, Operations Research Institute, 41 Fifth 
Ave., New York 3, N. Y.; or circle number 526 
on the Reader Service Card. 


O©)nly TALK-A-PHONE 


OFFERS 


6 STATION SELECTIVE 


INTERCOM 


Plus Selective 
Paging with Reply 


NO INSTALLATION 
JUST PLUG IN AND TALK 


Featuring TALK-A-PHONE’S exclusive “SONIC- 
GATE” circuit, which effectively suppresses line noises 
and hum while system is in actual operation, as well as 
when in Stand-By position. 

This new versatile Wireless Intercom System will provide depend- 
able, trouble-free intercommunication for office, factory, institution, 
home or anywhere. Using six master stations, 3 separate 2-way 
conversations can be held simultaneously. Any Master Station can 
page as many as ten wireless staff Stations simultaneously, in addi- 
tion to all regular intercommunication features. 


TALK-A-PHONE — Saves Time — Steps—— Money! 


Whatever your intercommunication needs — one Master and Sub 
Stations; all Master Stations; or a combination of Masters and 
Sub-Stations; TALK-A-PHONE has them all. 

From 2 to 100 Stations—it’s TALK-A-PHONE . . 


For complete literature . . . write to 


TALK-A-PHONE CO. 


Dept. M-4, 1512 S. Pulaski Road, Chicago 23, Illinois 
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SUS-RAP 
PROVIDES SAFE TRANSIT 


and Economical Packaging 


Exclusive Vertical-Horizontal s 
product both in and f 
Fewer packagint 
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VANANT COMPANY , INC. 954 S. Water Street Milwaukee 
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Off-the-Floor 
...on-the-Jjob 
x FASTER 
x SAFER 
* EASIER 





diagnostics 


FOR MANAGEMENT 


by Leslie M. Slote 


Director of Industrial Relations; 
Norden-Ketay Corporation, and 
Management and Labor Relations Consultant 


DURING THE LAST year we have had innumer- 
able queries in regard to the hazards in- 
volved in employing handicapped people. 
The following candid observations, by a 
man well-qualified to handle the subject, 
should serve to answer most of the backlog 





WITH 


BAKER SCAFFOLDS 


You can “Squeeze” more from your 
housekeeping and maintenance budgets 
... Baker Scaffolds get men off-the-floor 
and on-the-job faster, safer and easier. 
Important to all who work off-the-floor 
is the fact that Baker Scaffolds put men 
at the “right-height” for comfortable 
work with ample room to move around. 
Baker Scaffolds have given desired 
results in hundreds of schools, churches, 
office buildings and industries. They can 
be used singly or stacked for height, or 
to cover large areas. Baker Scaffolds 
will save for you, too! Write for Bulle- 
tin 567. 
Distributors in principal cities. 
Listed under Reexamination Service 
Underwriters Laboratories, Inc. 


FOR ALL 
OFF-THE-FLOOR 








| Baker-Roos, Inc. MM | 
| P.O. Box 892, Indi polis 6, Indi | 
| Gentlemen: Please send complete informa- | 
tion and photos of Baker Scaffolds in action 
| without obligation. 
| 
a | 
| 
eee ilacdikceminiesialions 
| | See | 
City ale iilaia diese ntalictehatercies aN ae Enccnscsigsncaicians 
sca eis Ain tee Sb seme cals auth Sib ‘hie tans aie See Genin ‘ems i al 
of Circle 414 for more information) 
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ot questions we have on hand. eeears 


UNSELFISH 


A paraplegic requiring one 
week of hospitalization annu- 
ally for physical checkup, in- 
sists that it be done during 
vacation — not because of 
monetary desires, but be- 
cause he is needed in the 
production department. He is 
exceptionally well liked by 
supervisors and fellow em- 
ployees. 


COOPERATIVE 


An older employee with 
arthritis of the hip which be- 
came active was advised by 
the plant physician to retire. 
However, we transferred him 
(with medical approval) to a 
sedentary job in the machine 
shop from his former job as 
janitor. Incidentally, the 
change gave him a raise in 
wages. 


AMBITIOUS 


A double amputee was 


_ eager to learn, and well liked 


by fellow employees. They 
requested he be given the 
opportunity to get off the 


bench and learn machine 


work. This request was 
granted. 


L.M.S. 





Facing the facts about 


employing handicapped 


pitfalls and advantages 


After pursuing a policy 
of hiring handicapped workers for lim- 
ited work assignments, we finally 
reached a point where production be- 
gan to suffer. We found ourselves sad- 
dled with a large number of inflexible 
workers. Bottlenecks in production be- 
gan to show up because of our inability 
to transfer employees from one type ol 
work to another as the work load fluc- 
tuated. There were also problems with 
some of the handicapped who were un- 
able to adjust to the situation because 
of their own emotional factors. 

Our experience, however, over the 
past five years, has shown us that a 
soundly planned program of using han- 
dicapped workers can benefit a com- 
pany. Certainly, their extreme consci- 
entiousness and lack of absenteeism are 
important factors in their favor. 


Our original policy 


Early in 1951, believing that any 
man who could do the job should have 
the opportunity regardless of his physi- 
cal condition, we set up a hiring pro- 
eram. We established a medical depart- 
ment, staffed by a full time nurse and a 
visiting physician. At the same time we 
instituted, for the first time, pre-em- 
ployment physical examinations. Our 
original policy was to make maximum 
use of handicapped people, but on an 
intelligent and fully considered basis. 

Every applicant was given a physical 
examination by the physician, and was 
classified in accordance with his abili- 
ties and physical limitations. The doc- 
tor made specific recommendations and 
qualifications where necessary. The fi- 
nal decision to hire or not to hire was 
made by the plant superintendent, 
based upon the medical findings and 


the doctor's recommendations. Those 
persons placed on limited work assign- 
ments, as qualified by the doctor, could 
not be transferred to other work with- 
out the doctor’s approval. 

sy the end of 1952, with some 25% 
of our production employees on limited 
work assignments, we found that we 
had gone too far. It was at this point 
that we ran into the problem of an in- 
flexible work staff, unable to meet work 
load fluctuations. Because we are a rela- 
tively small company (130 production 
workers), our work force flexibility is 
increasingly important in maintaining 
efficient operations. 

With extreme reluctance, we had to 
lower our percentage of handicapped 
people to a more favorable and stand- 
ard ratio. We are presently hiring han- 
dicapped workers only for those posi- 
tions that are “fixed” in nature. At pres- 
ent, 15 employees are on limited work 
assignment. ‘Their handicaps are as 
varied as their number, ranging from a 
cardiac and epileptic to an amputee and 
paraplegic. 


Legal and financial responsibility 


We had put ourselves in the uncom- 
fortable position of being liable for any 
number of large potential compensa- 
tion claims. We have now become wary. 
Present compensation laws give us no 
proper means to protect ourselves 
against improper claims. Unless these 
laws are modified, we are not going to 
be able to do as much for the handi- 
capped as we have in the past. 

The courts and the State Board have 
no rules or criteria for segregating the 
factors contributing to increased dis- 
ability; that is, those caused by degen- 
erative physical condition vs. those 
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workers 


by Ervin Pietz 


President, Barry Controls, Inc. 




































































BAD 


One veteran amputee ap- 
parently did not need the 
money, or was not adjusted 
to work again. He was lazy | 
and had frequent unex- 
plained absences. He became 


disliked by his fellow em- | pital QUALITY STEEL FILES 


=. vad = oer “Better Built for Better Business’’ 


ALCOHOLISM r d a 7 f’,| 


An amputee had been in- 
jured prior to employment by 




















ABSENTEEISM 
































ASE Files are functionally efficient ,.. speed the handling of office records .. . save 


oi sattie dbtine. titek anik- valuable time. Drawers open easily and quietly . . . perfectly balanced at any posi- 
siderable time after starting | tion. Follower blocks are easy to adjust and have positive lock action. 

work for ney. he became a | ASE Drop-In-Serts convert 5000 line file drawers for most flexible filing of 
nuisance with borrowing P , 

slides Reon olin aniabialaih: various sizes of cards, checks and documents. ASE Files are available in sizes and 
absenteeism, whining, and styles to meet every requirement. Let your dealer help you obtain increased office 
finally drinking. He was ter- | efficiency and lower filing costs by selecting the right files for the job. 


minated because of absen- | 
teeism due to alcohol. 








UNCOOPERATIVE 





An employee was diag- | 
nosed as epileptic about two 
months after starting work | 
with us. He refused to put 
himself under medical care, 
he would have been trans- 
ferred from the machine shop 
to a more suitable job. 














Write for complete information. There’s an ASE dealer near you. 


(Circle 410 for more information) 
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caused by negligent management. W<« 
take a great financial risk on ourselves 
only because of a law that is antiquated, 

Naturally, if we place an epileptic on 
a heavy machine operation, or give a 
cardiac defective machinery or tools, we 
are guilty. But a man who is physically 
able to do a particular job on a limited 
work assignment should not be a liabil- 
ity to the company that employs him. 
We are convinced that he is safer on the 
job than off. We place proper controls 


QUALITY 


OF KANSAS CITY 


72 


or write to Dept. 20, Cramer Posture Chair Co., Inc. 
1205 Charlotte, Kansas City 6, Missouri 


(Circle 487 for more information) 


on his activity, watch him closely, pro 
vide him with medical care within min- 
utes as needed, and train his fellow 
workers in what to expect and what 
help to give (e.g. in case of an attack 
such as with an epileptic). 

We want no favors where an em.- 
ployee’s earning capacity has been im- 
paired through our negligence. If we 
have forced him to do work that has 
aggravated his disability, we expect no 
consideration. But we should not be 


ot 





















BASIC REQUIREMENTS 
FOR A SUCCESSFUL PROGRAM 


Insure proper 
physical and 
“emotional eval- 
vation. 





Provide complete job analysis 
and classification. 


Make proper 
placement, with 
due regard for ., 
matching the ? ' 
man to the job. — 





Treat the employee the same as 
any other, without stressing any 
undue consideration. 


Ps. . 
e-) Give adequate 
SS supervision and 


medical follow- 
up to each. 


penalized unduly should these indi- 
viduals be injured at work even though 
it is no fault of their own or of ours. We 
need some future assurance, through 
proper, enlightened legislation, that our 
insurance rates do not increase greatly 
because we hire these people. 


Advantages to the company 


Our experience, though occasionally 
unfortunate, has been favorable in the 
long run. Of course, we realize that we 
have been extremely lucky regarding 
Workmen’s Compensation claims; we 
have had no claims. In general, the 
physically handicapped have proved to 
be very conscientious employees. They 
seem to properly evaluate the place and 
importance of having a job in our so- 
ciety. They are cooperative with other 
employees and company policies, and 
seem eager to learn and to improve. 

Their record of attendance and punc- 
tuality is exemplary. They have never 
taken advantage of any situation, and 
have been loyal and appreciative em- 
ployees. They adjust well to job trans- 
fers, and are extremely cooperative. m/m 














wo USE 
LOOKING, 
OSCAR ws YOU 
CAN'T SEF MY 
PAYCHECK 
THROUGH THIS 





PAYCHECK ‘‘OUTLOOK’”’ 
ENVELOPES 


Eliminate Time and Expense of Ad- 
dressing, also chances for Errors. 
Paycheck “Outlook” Envelopes are 
absolutely opaque. 
Essential when 
wages are paid by 
check. Nothing 
shows but the em- 
ployee’s name. This 
improves personnel 


¥ relations. 
Send for 
er ol 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 


1001 W. Washington Bivd., Chicago 7, Illinois 





Samples 
and Prices Today 
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Ever watch someone 
As searching in a messy file 
\ ce drawer for a letter or 
wg folder? Ever do it your- 
, Oo self? Takes time. Frays 
L====== tempers. Costs money. 

Why not have your files in a condition 
you'll be proud to show? Acco-binding is 
the answer. Put your letters, invoices, con- 
tracts, orders—all your papers—in Acco- 
bind Folders. They'll be safely filed— 
where you want them—until you want 
them. And your files will be neat, orderly, 
efficient. Accobind folders also save con- 
siderable space in filing cabinets. Your 
stationer will be glad to show you the fea- 
tures of Accobind Folders, (all sizes and 5 
colors), and other Acco products. Ask him. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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Find out how to store more stock in 

less space .. . how to make maximum 
use of each unit to reduce equipment 
investment .. . how to arrange units for 
fastest stock handling .. . proper width 
of aisles, location of packing benches, 
and other valuable data by usin 
Equipto’s FREE LAYOUT SERVICE. Profit 
by the aggregate experience of trained 
Equipto engineers who have designed 
hundreds of layouts of every description. 





LAYOUT 
SERVICE 


assures better 
storage facilities 
for less money 


For simpler layouts, or for those who 
wish to design their own facilities, 
Equipto offers a fact-crammed 

free booklet entitled, ‘‘How to Solve 
Your Storage Problems.’ 









Write today for your copy 
of booklet or advise when 
our layout engineer 
should call. 








Division of Aurora Equipment Co. 

615 Prairie Avenue, Aurora, Illinois 

Steel Shelving...Parts Bins...Drawer Units...Lockers...Carts...Work Benches 
(Circle 493 for more information) 








OFFICE PAPERS MUST BE SORTED 


Regardless of method used for posting, record- 
ing, filing, etc; papers involved must be sorted to 
some sequence. 


Sorter Graf has 
proven to be the 
right method and 
equipment to han- 
dle any sorting job, 
large or small. 


Incoming Mail 
Orders 
Purchases 
Receiving 
Filing 

Checks 
Outgoing Mail 
Any paper job 





For details without obligation, phone local office, 


or write 


4044 W. Jefferson Ave., Detroit 9, Michigan 


30 Years of Specialization in Sorting 
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for outstanding examples 


of office layout and planning 


If your company has done an 
outstanding job in any of the categories listed 
below, here’s a chance to win recognition and— 
at the same time—gain favorable employee, pub- 
lic, and stockholder publicity. 

These awards aren’t concerned with merely 
“beautiful” offices. But they are designed to dem- 
onstrate how properly-planned, integrated offices 
improve employee productivity and morale. 


Best integrated general offices—small firm 
Best integrated general offices—large firm 


Best general offices in a suburban location 
Best branch office 

Best executive office or suite 

Best clerical work center 

Best employee lunch/lounge area 

Best board or conference room 

Best reception room 

Best “special situation” solution 


It’s easy to enter. Elaborate entries or costly 
photographs are not necessary. Just have the 
pertinent person in your firm—or your architect 
or designer—fill in the official entry blank and 
clip to it a few photographs, snapshots, or 
sketches of your offices. 

Entries may be submitted by a company, an 
architect, or an office designer. Wall plaques will 
go to the winning architects or designers, and to 
the award-winning companies. More than one 
entry can be submitted. All entries will be auto- 
matically reviewed by the judges for possible con- 
sideration in categories other than the one spe- 
cifically selected by the entrant. Winning entries 
will be published in MANAGEMENT METHODS MAG- 
AZINE. Entries must be postmarked by July 20, 
1956 to be eligible. 


For ENTRY BLANKS and rules, please 
circle 550 on the postage-paid Reader Service 
Card bound in this issue. 
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hew Avery self-adhesive 


file folder labels 


be fastereneaters+ cleaner 


Why monkey around with old-fashioned 
stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 
Easy to type in sheet form with 
margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are self-adhesive... with 
nothing to wet or moisten... they 
go on at the touch of a paw... 
neatly, firmly, and swiftly. There’s 
a moral to this tale of the business 
jungle. If obsolete stickers have you 
up a tree, swing to Avery. Identifying 
file folders with the new Avery 
self-adhesive Labels is easy... 
like peeling a banana — in fact 
easier. Try ’em soon. 





available in 10 border colors 
plus plain white... 

248 labels per box —31 sheets 
of 8 labels each. 


f 
L) 


Rolls right on file tab without 
peeling or popping. 








These NEW AVERY file 
folder labels are available 
at all stationery dealers. 
Ask for them TODAY! 





41 
we 7/))/) 
TY) ------ 
free & AVERY ADHESIVE LABEL CORP., Dealer Div. 150 
117 Liberty St., New York 6 + 608 S. Dearborn St., Chicago5 
samples 1616 So. California Awe., Monrovia, California 
Offices in Other Principal Cities 


Please send more information and free samples of Avery 
self-adhesive file folder labels. 


\ 





Discover their / 





my name position ys 
utility and st : 
economy yourself. company nak a : 
Just send this 
coupon for your address Se eee 
free samples ely prerm 


today. 
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NEW PRODUCTS IN THE EDITOR’S MAIL 


Portable dictating machine 


is compact and lightweight 





One of the smallest, lightest, and most 


compact dictating machines is designed pri- 
marily for the traveling businessman. It 
weighs only six pounds and will fit into a 
brief case or glove compartment of a car. 
The microphone, power cord, and a supply 
of discs are all self-contained within the in 


strument. Discs are also playable on a 


ger 


534% rpm home phonograph. 
| 8 


lor more information, write to Sound- 
Corp., 146 Street, New 
Haven 9, Conn.; or circle number 538 on 
the Reader Service Card. 


seriber Munson 


\utomatic duplicator 


requires no operator 


A new twin-cylinder duplicator has a 
fully automatic, continuous inking system, 
exchangeable for quick color changes. The 
machine can be run without supervision 
\ sealed ink cartridge is inserted, a dial set 
lor exact ink density (light, medium or 
dark) The machine 
will then run, re-ink itself, with the exact 
amount 


and the counter set. 


needed for each copy and stop 


when the correct number of cories have 


been printed. 


lor more information, write to Rex-Ro- 
lary Distributing Corp., 19 W. 31st Street, 


New York 1, N.Y.; or circle number 537 on 


the Reader Service Card. 








BLUE PRINT RACK 


Patents Pending 


5 Ft. Hi., 4 Ft. Wd., 3 Ft. Dp. 


$94.50 


per Unit including 12 Plan Holders 


F.O.B. Chicago, Ill 


20 Exclusive Features including 


@ No Holes to Punch... Replace Any 
Sheet without removing other sheets. 

@ Just Glide In... Glide Out. 

@ Holds Various Sizes of Prints and 
Thicknesses of Sets 

@ Can Hold as Many as 1500 Prints 

@ PLUS 16 MORE FEATURES 


Order Your Glider 
Blue Print Rack Today 
or Write for Iliustrated Brochure 


M@MAR 


INDUSTRIES 
4323 W. 32nd St., Chicago 23, Ill. 
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with experience in 


fidence write to: 


Milton M. Stone 





e Applications Specialists 
e Technical Writers 
e Training Specialists 


e Computer Programming & Operation 
e Punched Card Systems & Procedures 


Here’s an opportunity to join the fastest growing | 
organization in the electronic data processing field. 
ElectroData Corporation, now the third largest | 
producer of digital computer systems, needs per- | 
sonnel who have a thorough understanding of the 
use of machines in data processing, and who have | 
a desire to advance in the applications and computer | 
field. Experience in the fields of insurance, public 
utilities, production control and inventory control 
is especially desirable. Positions are open in all 
regional offices and in Pasadena. In complete con- 


Manager, Business Applications 


ElectroData Corporation 
460 Sierra Madre Villa, Pasadena, California 


Seeeeeeeessenseee 
b-4 os 
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MOST UNUSUAL 
COMPUTER MAN 


seeks upper-bracket position as 


consultant or planning executive 


UNIQUELY QUALIFIED to help any busi- 
ness plan a practical program of inte- 
grated data processing. Combines broad 
knowledge of business operating prob- 
lems with practical grasp of computer 
application principles. Able to analyze 
complex problems, plan creatively new 
systems and procedures, 
puters and programs in relation to the 
problem at hand, fit smoothly into an or- 
ganization, 
clearly. Excellent references. 


BOX 200 
MANAGEMENT METHODS 
22 W. Putnam Ave. 


evaluate com- 


and communicate ideas 


Greenwich, Conn. 
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Egry Register Co. ; . We 
Agency: The Parker Advertising 

Electrodata Corp. 74 
Agency: Hixson & Jorgenson, Inc. 

Federal Telephone & Radio Co. 46 
Agency: J. M. Mathes, Inc 

Felt & Tarrant Mfg. Co. 33 
Agency: Tim Morrow Advertising 

General Fireproofing Co. 2 
Agency: Griswold-Eshleman Co 

The Globe Wernicke Co. 35 
Agency: Strauchen & McKim Advertising 

Graphic Systems 36 
Agency: Diener & Dorskind, Inc 

G R Products 30 
Agency: Norman-Navan Advertising 

The Haloid Co. 24 
Agency: Hutchins Advertising 

Hamilton Mfg. Corp. 32 
Agency: Caldwell, Larkin, Sidener-Van Riper, Inc. 
Hammermill Paper Co. 54 


Agency: Batten, Barton, Durstine & Osborn, Inc. 
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Harris-Seybold Co. 


Aaency: Fuller, Smith & Ross, Inc. 

Harter Corp. 57 
Agency: Lamport, Fox, Prell & Dolk, Inc. 

The Heyer Co. 52 
Agency: Frank C. Jacobi Advertising 

Hursley Management Seminars 35 
Industrial Shredder & Cutter Co. 56 
Agency: Flad, Erwin & Klein 

International Business Machines Corp. 75 
Agency: Benton & Bowles, Inc 

James Lees & Sons Co. 58 
Aaency: D’Arcy Advertising 

Luminall Paints 60 
Agency: Batten, Barton, Durstine & Osborn, Inc. 
Manpower, Inc. 10 
Agency: Fromstein & Levy 

Marchant Calculators, Inc. 76 
Agency: Doremus & Co 

The Mills Co. 62 
Agency: Meermans, Inc 

Minnesota Mining & Mfg. Co. 3 
Agency: Ruthrauff & Ryan Inc 

Momar Industries 74 
Agency: The Lovitt Co 

Monroe Calculating Machine Co., Inc. 22 
Agency: Charles W. Hoyt Co., Inc. 

Mosler Safe Co. 19 
Agency: Stockton-West-Burkhart, Inc. 

The McBee Co. 28 
Agency: C. J. LaRoche & Co 

National Cash Register Co. 45 
Agency: McCann-Erickson, Inc 

National Gypsum Co. 60 
Agency: Batten, Barton, Durstine & Osborn, Inc. 
Outlook Envelope Co. 72 
Agency: Arthur C. Barnett 

Oxford Filing Co., Inc. 56 
Agency: Joseph Reiss Associates 

Ozalid Div. . 49 
Agency: Benton & Bowles Inc. 

Peirce Dictation Systems 44 
Agency: The Gerstel Agency, Inc. 

Photostat Corp. .. 8 
Agency: Knight & Gilbert Inc 

Pitney-Bowes, Inc. 6, 21 
Agency: L. E. McGivena & Co., Inc. 

Recordak Corp., Subsidiary of Eastman Kodak Co. 9 
Aaency: J. Walter Thompson Co. 

The Reynolds & Reynolds Co. 55 
Agency: Weber, Geiger & Kalat, Inc. 

Rising Paper Co. 52 
Agency: Gordon F. Baird 

Royal Metal Mfg. Co. 25, 26 
Agency: William Hart Adler, Inc. 

Rudd-Melikian, Inc. 38 
Agency: Gray & Rogers Advertising 

Shaw-Walker Co. 5 
Agency: J. Walter Thompson 

Charles C. Smith, Inc. 30 
Agency: Ayres, Swanson & Associates, Inc. 
Soundscriber Corp. 40 
Agency: H. B. Humphrey, Alley & Richard, Inc. 
SorterGraf Co. 73 
Agency: Karl G. Behr Advertising 

Sten-C-Label 69 
Agency: William L. Baxter 

Stromberg-Carlson Co. .. 47 
Agency: Charles L. Rumrill & Co., Inc. 

Sturgis Posture Chair Co. 48 
Agency: Blaco Advertising 

Syntron Co. 48 
Agency: Servad, Inc. 

Tab Products Co. 52 
Agency: H. M. Leete & Co. 

Talk-A-Phone .. 69 
Agency: N. N. Johnson 

The Todd Co. 16 
Agency: The Merrill Anderson Co., Inc 

Vanant Co. .. : 69 
Agency: Van Handel Advertising 

Veeder-Root, Inc. 68 
Agency: Sutherland-Abbott 

Visi-Shelf 44 
Agency: Ritter, Sanford & Price, Inc. 

Wassell Organization 68 
Agency: James R. Flanagan 

Weber Addressing Machine Co. 43 
Agency: Glenn-Jordan-Stoetzel, Inc 

F. S. Webster Co. 53 
Agency: Batten, Barton, Durstine & Osborn, Inc. 
WORKSHOP FOR MANAGEMENT 35 
Yawman & Erbe Mfg. Co. 12 


Agency: Charles L. Rumrill & Co., Inc. 
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Your top management wants 
data processing information... here’s how you can help! 


Whether or not your company shares 
in the benefits of electronic data proc- 
essing may well depend upon you. 

As you know, there should be no 
“snap judgments” on electronics. It 
takes careful study. But, this effort to 
gather the facts, re-examine procedures 
and review management requirements 
can prove extremely rewarding. The 
individual nature of your business de- 
mands that management know exactly 


when, where and how electronic data 


*During 1955, IBM announced a major data processing improvement every two weeks. 


processing can fit your special needs. 
Whether or not your company decides 
for electronics, this re-examination of 
systems and procedures yields vital 
economies. The important point is that 
you start now so that these electronic 
economies are yours sooner. 

217 IBM electronic data processing 
machines are already on the job in 
virtually every type of data processing 
application. Each working day, one or 
more of these electronic machines are 


(Circle 448 for more information) 





©IBM 


being deliveted to businesses — large 
and small. You can be sure, therefore, 
that in this rapidly growing field, IBM 
has the experience and know-how you 
can depend upon. What’s more, newer 
IBM developments* will assure your 
staying out in front. 

For the down-to-earth facts about 
electronics for business, talk to your 
local representative or write: Interna- 
tional Business Machines Corporation, 
590 Madison Ave., New York 22, N. Y. 
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What's so different about this calculator ? 


What puts this calculator in a class 
by itself is hidden under its keyboard. 
Instead of the jarring, stop-start ratchet 
drive used in conventional calculators, 
there is a constantly-meshed train of 
proportional gears forming the unique 
mechanical heart of a Marchant. 

This smoothly-geared mechanism is 
exclusive with Marchant. It rotates the 
continuously-flowing dials at a speed 
up to twice the highest speed attainable 


rn 


Vinantnonyy] 
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by any other calculators. The Marchant 
mechanism is not subjected to the 
constant metal-on-metal clash of the 
stop-start type of drive. Therefore, a 
Marchant calculator keeps on deliver- 
ing smooth, quiet service year in and 
year Out over a longer lifetime. 
Greater speed is vital in these days 
of constantly mounting figurework. Ac- 
curate performance that you can de- 
pend on is vital to efficient, profitable 


(Circle 452 for more information) 


management. Long calculator life is 
vital to holding down capital invest- 
ment in this major type of office 
equipment. 

Yes, it is important to look under the 
calculator keyboard. Take a look there. 
Take a good look beyond. Call in the 
local MARCHANT MAN. What he 
has to show and tell will be of great 
interest to you, of great importance to 
your business. 


MARCHANT CALCULATORS, inc., oaxtano 8, catiFoRrNia 
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